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TO ANSWER THIS AD 


Use QUICKMAIL 
COUPON wo 


_ THE WHOLESALE TYPEWRITER COMPANY @ 


; | . 
BS Sixth Avenue “The Only Authorized Rebuilder of the Underwood" New York, N. Y 
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Factory production is rapidly step- 
ping UP! Office production MUST 
keep pace with roaring assembly 
lines. 


COLUMBIA 


ee READY MASTER 


oo FORMS 


eliminate delays through speedy 
preparation of order forms, case 
histories, specifications, personnel, 
credit and insurance records, and countless other forms requiring rapid duplication. 

THEY DUPLICATE BOTH THE FORM AND THE FILL-IN, IN A SINGLE OPERATION. 
FROM COLUMBIA, THE “READY MASTER” SPIRIT CAR- 
BON MASTER. PERFORATION FOR EASV 


—" . SERARATION AFTER cy cay BOG 
They cut down excessive time out by reducing the number of TVPING %, _ , 
duplicating operations. 


tessa, 


They eliminate the “excessive time out” necessity of washing | 8 (WS ——— & 
“hecto hands.” 

Let us show you specifically how “Ready Master” will eliminate 
“time-out” penalties in your office! Write or phone the Colum- 
bia office nearest you or use QuICKMAIL Coupon No. 2. 


COLUMBIA RIBBON & CARBON 
MANUFACTURING COMPANY, INC. 
Main Office and Factory: Glen Cove, L. I., N. Y. | Fi 5 sw naypeomnne 


New York Sales and Export, 58-64 West 40th St. MASTER CLEAN | 


Kansas City, Mo., Dwight Bldg. —_« 


S 


= Coane ont //2eom 


COLUMBIA, a 


October, 1941 OFFICE EQUIPMENT DIGEST 3 
For Purchasing Agents. Controllers, Office Managers ; 
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ocial Security Peds made EASY! 


COMPLETE PAYROLL AND SOCIAL SECURITY SYSTEMS 
FOR SMALL AND MEDIUM SIZE BUSINESSES 


PAYROLL WEEK ENDING 


een of — 
7 af PAYROLL TAR COMPUTATION 
° | SEC koe Dk Pieters Oe ae 

eae! _— 7 oat . C 


| nate 


= om 


I Lite 
a aa ae | —— or) 
‘TOTAL PAYROLL 


NO. J6 WITH MONTHLY "CUT-LEAF" SECTIONS 


Names of employees are written ONCE each month. This form of payroll record provides for employees 
on a FIXED WEEKLY—HOURLY—or PIECE WORK basis. Adequate “CUT-LEAF” Sheets are included in 
each monthly set (of weekly forms) to maintain a record for four pay periods in a single month, Weekly 
taxable totals for State Unemployment Tax are automatically computed. Employee history 5 50 
and “recap” of wages for 125 different individuals is provided at the back of the book. 1 e 

List 


PAYROLL WEEK ENDING 


DATS ss HOURS oS 


= 


NO. SS50 WITH OPTIONAL “CUT-LEAF" FEATURE 


Same type of system as “J6” except that the sheets are FULL-LEAF which can be 
converted into cut-leaf whenever desired. Perforated edges on sheet permit the sav- 
ing of re-writing employee names weekly, monthly or annually—the option 

of the user. Sturdily Peforated—WIRE-O Bound. $9.50 


This type of book is also available in smaller size for 25 names. List 


NO. $S25 WITH OPTIONAL "CUT-LEAF" FEATURE 
(Same as SS50 except for 25 Name capacity) 


Proper ies. thly, quarterly, annually . . . Govern- $ 50 
ment reports are easily p 4 . 
List 


TAX REGISTER 
WITH QUARTERLY "CUT-LEAF" DIVISIONS 


NO. B7 


A positive time-saver! Eliminates unnecessary detail work 

Names of employees are written quarterly ONLY and the 

remuneration for each week, month and quarter are all seen 

at a glance without turning a page. Greatly 

facilitates preparation of quarterly reports! $] .50 Use QUICKMAIL 
-_ COUPON no 


Buy these books from your 
regular dealer or if he can’t 
supply write us direct speci- 148 LAFAYETTE ST. 


able for full credit if not com- NEW YORK, N. Y. 
pletely satisfied. 


OFFICE EQUIPMENT DIGEST October, 1941 
For Purchasing Agents, Controllers, Office Managers 
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....FOUND WHERE BUSINESS SUCCEEDS 


STEELCASE 
Oifice Equipment 


—- 


Feature for Feature STEELCASE Leads 


Again, in another new outstanding and progressive business instal- 


lation, Steelcase Desks, Chairs and related equipment became 
“First Choice” 


superiority. 


after careful consideration had established their 


Steelcase Equipment is winning everywhere, every day—not only 


because of its distinctive styling, attractive appearance and obvious 
efficiency features—but because careful analysis reveals its ability 
to serve well not only the needs of today—but of tomorrow! 

The coast to coast network of progressive Steelcase Dealers is 
ready to serve you with the famous Steelcase Line of desks, 
chairs, files, lockers, counters, etc. Why not get in touch with 
your nearest Steelcase Dealer now and find out 
how the exclusive features of Steelcase Equip- 


ment can aid your business. Send QUICKMAIL 
COUPON No. 31. 


STEELCASE 


BSusiness Equiprment, 


METAL OFFICE FURNITURE COMPANY, 


October, 1941 


GRAND RAPIDS, MICHIGAN 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 
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FILING SYSTEMS and SUPPLIES 


SY», F&F S32 etl Oe. 


Sold only through Stationery and 
Office Supply Dealers—the most 


efficient and economical channel 


of distribution for filing supplies 


: stt 
sp 
; y 5 sir 


OXFORD FILING SUPPLY CO. 


340 Morgan Avenue _.. : Brooklyn, N. Y. 
125 South 8th Street . : ; i ‘ ; St. Louis, Mo 


TO ANSWER THIS AD 
Use QUICKMAIL 
COUPON no RE 


gs eer NY 


6 OFFICE EQUIPMENT DIGEST October, 1944 
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TO TRY THIS 
MACHINE 
ON YOUR 

OWN WORK 


Win you try the Underwood Sundstrand Adding- 
Figuring Machine in your office without any obligation 
to buy it? 

We want you to know what the Underwood Sund- 
strand will do for you in your business . . . how it will 
speed up your work and cut your figuring costs. This 
simple ten-key machine that is so easy to operate— 
adds, subtracts, multiplies, divides with amazing speed 
and accuracy. 


Why not telephone or write today? 


Adding Machine Division... UNDERWOOD ELLIOTT FISHER 
COMPANY ... Adding Machines, Typewriters, Accounting Machines, 
Carbon Paper, Ribbons and other Supplies 
One Park Avenue, New York, N. Y. Sales and Service Everywhere. 
Underwood Elliott Fisher Speeds the World’s Business. 


THE NEW QUIETER 


AN INVITATION 


No strings attached to 
this offer. Just tele- 
noer moet phone or write our 
TLL : \ nearest branch. 
Nis -_ ae 


EYES ON THE WORK 
..-NOT ON THE 
KEYBOARD The operator's eyes are 
fixed upon her ‘‘copy.’’ There’s no head-swing- 
ing or eye-shifting to induce fatigue and invite 
error. And right there you have one of the 
secrets of Underwood Sundstrand speed and 


ACCHY ACY. 


STREAMLINED Underwood Sundstrand 
ADDING-FIGURING MACHINE 


Copyright 1940, Underwood Elliott Fisher Company To answer the above ad use QUICKMAIL COUPON No. | 


October, 1941 . OFFICE EQUIPMENT DIGEST 
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BARKLEY 


Quotations, costs, dis- 
counts, taxes, catalogs and 
pending data can now be 
kept at your fingertips. 
Avoid a messy desk by us- 
ing the Barkley Tab desk 
Set as a simple solution for 
complete desk data control. 


The Redropo Folders with 
Barkley Plastic Tabs at- 
tached are designed for 
long and satisfactory use 
as they are made of a 
sturdy 18 pt. thick genuine 
red rope stock. 


One desk Set consists of 
25 Redropo folders with Am- 
ber Plastic Tabs attached 
and 75 special printed and 
plain inserts for your own 
selection. 


Neon ot 55-8 $950 


Set Complete 


KEEP 


PENDING DATA 
AT YOUR 
FINGERTIPS | 


OS TAB DESK SET 


Send QUICKMAIL COUPON No. 23 


C. L. BARKLEY & CO. 


ESTABLISHED 1923. 


, a She cManufacturers | 


517 S JEFFERSON STREET 


ee 


; Filing Supp lies 


CHICAGO. ILL 


AUTODEX! 


A deluxe metal Auto- 
dex specially adapted 
for receiving “inlaid” 
solid bronze initials. Ini- 
tials applied into the 
special panels in a few 
seconds—and become 
a permanent part of 
the Autodex*, forever. 
A really unique gift 
showing genuine 
thoughtfulness. A gift 
that seems expensive 
far beyond its actual 
cost, a gift that builds 
good will every day. 


Write now—learn all the 
details of how the Ini- 
tialed Autodex can build 
business for you constant- 
ly. 


TO ANSWER THIS AD 


Use QUICKMAIL 
COUPON xo RS 


ZEPHYR-AMERICAN 


CORPORATION 


31 WEST 47TH STREET 


NEW YORK CITY 


*Zephyr Autodex patent numbers—2,141,761; D-110,007 
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Gum for Executive Offices gua / 4am 


‘2S for Stenographers 422eow <2 
ee for Auditors Mo mee “<R 


Because— 


¢ 


Parker preference has been PENS and SETS 
measured and established The phenomenal 


new Parker “51” 
above that of any other Imperial Vacumatic 


all Laminated Pearl Vacumatic 
pen, among groups Sac and Sacless Duofold 
of business people. Parker Writefine Pencils 


Parker Desk-Pen Sets 
Parker Quink and “51” Ink 


See new catalog now ready 


Use QUICKMAIL 


COUPON wo fe 


THE JEWELS OF PENDOM 


WITH THE FAMOUS BLUE 4 DIAMOND GUARANTEE 


| 
OFFICE EQUIPMENT DIGEST e 
oii For Purchasing Agents, Controllers, Office Managers 
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In a rising market it is always a temptation 
to cut the quality of a product in order to 
avert a price increase. This has not hap- 
pened to Bandes Desk Trays—If anything, 
the quality has been improved in spite of 
the increasing difficulty in obtaining sea- 
soned wood. Every tray still carries our 


BANDES DESK TRAYS 


“QUALITY WITHOUT QUESTION” 


and manufacturing defects. Naturally 
there has been a slight price advance due to 
the increased cost of material and labor. 
Your office supply dealer has stocks of 
Bandes Desk Trays and Bandes Midget Card 
Index Cabinets or send QUICKMAIL COU- 
PON No. 16. 


unconditional guarantee against warpage 


“SUPER TEX” FLOOR MATS 


This newest Bandes product, made from an extra-hard wood fiber board with a baked 
finish, has attained immediate popularity because it is so obviously an improvement over 
older types of floor mats. Available in standard colors to match walnut, mahogany and 
green. 


JULIUS BANDES & CO., Inc., 132 West 22nd Street. New York City 


~TODAY— 


BUSINESS CONDITIONS DEMAND 
MORE AND BETTER RECORDS.... 


. . . they can best be kept in Faultless 


Sectional Post Binders 


@eRAPID LOCK (i005"r%-x) 
ePROGRESS (Key Lock) 
eSTALOCK (70 Lock) 


FAULILESs 


POST BINDERS 
are recognized for their 
high quality and econ- 
omy of operation .. . 


Write Us Today... for name of nearest dealer... 
STATIONERS LOOSE LEAF CO. 


524 N. Broadway, MILWAUKEE NEW YORK, 237 Lafayette St. 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


Use QUICKMAIL 
COUPON nol 


October, 1941 
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AND IN HAND with the Sta- 
tioners, through whom our products are distributed, 
EBERHARD FABER has geared cvery thought to the needs 
of the times. 

National defense and its requirements 
MUST come first and civilian needs second. To meet the 
demands of both, our production has been “stepped up” to 
an all-time high and we are still climbing. 

Conforming to the government's 
request for essential simplicity, there will be changes from 


time to time in our line. Metals are being conserved for 


defense. Cartridge shells are drawn from brass— pencil 


caps are too. So, where metal and other vital materials 
have been used, we shall conserve wherever possible until 
normal times return. 

You, too, will have many readjustments 
to make in your thinking, in many lines. As Americans, 
let’s keep two thoughts uppermost— “Is it for DEFENSE?” — 
“Is it essential?’’ Nothing else should matter, until the 


world is at peace again. 


EBERHARD FABER PENCIL CO. 
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- + » WHEN YOU SIGN THE 
PURCHASE ORDER - - - RE- 
MEMBER THAT DEFENSE IS 
ALSO DEMANDING THE BEST 


oyihat accounts for delays in making deliveries on 
OP the metal office equipment you need. The most 
durable and, in these modern times, the most adaptable 
material for making the many items required in a business Pe 
office is - Metal is also the most needed of mantorhedt: as” ii: 
in buildings@iefen ant — Ps 


sat a aif: ; 
Obviously, one.oftthese dettends for metal must wait upon .« 


the other...and there is no question as to which»should 

be iia atua: ..»mo speculation as to which will be the : 

most valuable ...no lasting regrets for the inconvenience. } ee : 

Our company isedéing what is best. ele "Business office... 
_.... turning over to whatever extent is required, itsfacilities- 

ae time toward the building of lasting security. 

That you are unable, to-get’ quick deliveries ‘on: the GF / 

items you need» is evidence that the source of these items 

is contributing a large: ‘part of its Pree eer to a 

national duty. ' ' 

Deliveries of GF MetalOffice Equipment for civilian seul 

will not be Seletrr one minute longer than we  copaleatiae : 


THE GENERAL FIREPROOFING COMPANY. 


= 35 ree. | 
Use QUICKMAIL ¥o U N GST ° we, N ane ho. oe. ; J 
Ce a eg age 
aa tl ett, yen aes es 
October,’ 1941 OFFICE EQUIPMENT DIGEST 2 


For Purchasi ing Agents, Controllers, Office Maragers 


Ee ee * | en * cae a” | Meets «i al a a ob ek erly re Spee) ae se ap Gara 
Tig ae aS . : eC ea: aa lle oe One.) ee ue ee poe tis oy 
a. ie ee eae 7 Com e Bee a ae oo of a eee ee ee ee de Ca 
ee ee cam 3 : a Es Ss ce gS ae Coe RR oo ee a ae ae i. : eee Ba 

ae 
Le eee 
Sa ere ee : 
ei “ sy ced ‘Gnten’ ee : 
Fi re oa 
ag " > ~ , if 
“@ oi 3 
by « i 
: “eg : 
ay ed 7 a 
q - w . 
“a - 
Ke 4, 7 ae 
4 pa 
' : & 
; : fie 
x y ; - 
; : my ‘ ee 
—” ‘ Ae 
4 , K mn 
, ™ 
X , ‘ 
; es 
; ie 
J 5 * re 
a, , = 
get B ( oa 
oe, é. # ‘G 
aie eae . “ > ee 
SS ara yey ‘ne, eee ail . visitas : s : 
A 
G 
‘ 
ad : 
4 i , 
) if 
i 
= 
me 
Bes 

| 

; ae 
* y. 

j 

J : ; 

, : 
oe 
ie 

prays ff BF eo - 4 ges J She ae wer a Is a > ia : ai E 
ae nee a = re AY  ) 32 eaiaa toe ah ee . ae Fy = a eer ae i gre 2 


Did You See Master-Craft’s 
New PLASTIC Binder at 
the Stationer’s Convention ? 


be Boy! That's the biggest improvement in loose-leaf 
*, binders I've seen in years! A standard post binder in 
by all popular sizes, bound in lustrous two toned plastic! 
aa Handsome—and mighty practical, too. Sanitary, 
we smooth, won't stain, scuff or fade. 

zs And that's only one dh the many Master-Craft spe- | 
a cialties that are contributing to better, more efficient 
. record-keeping. Believe me, I'm going to find out 
: more about this MASTER-CRAFT Line! 

Es Send QUICKMAIL COUPON No. 3 

: See Your MASTER-CRAFT 


Dealer Today! 


Let him suggest equip- 
ment that cuts the cost of 
keeping YOUR Records! 

. Ask him to show you 
( how to cut Payroll Costs. 


SHAW WALKER 2S” 


MASTER-CRAFT LOOSE LEAF DIVISION 
KALAMAZOO, MICHIGAN 
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A Most Practical Item 
for Any Office 


WIND-O-FILE 


VISIBLE RECORD SYSTEM 


@ Practical—Simplified—Iinexpensive 
@ Uses standard index cards 

@ Patented window protects each card 
@ Single, double and triple units. 


In i g America’s Most 
Practical Photographic Album 
“Photo Snaps” 


@ Finds your favorite picture at a glance. 

@ White margin for titles 

@ Proper place for each negative 

@ Each mount in its own pocket, protected 
with a patented window of crystal clear 
lumarith protectoid. 


Send Quickmail Coupon No. 14 for literature 


NEWPORT Specialty Company 


Division of National Pad & Tablet Corp. 
= 130 EAST 13TH STREET _NEW YORK, N. Y. 


October, 194! 
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“Tired? Not since 
the company bought 


us all posture chairs 


made by the JASPER 
CHAIR COMPANY” 


Whether a company has one office 
worker or a thousand it can get in- 
creased efficiency through correct 
seating. 


Dealers and dealer salesmen, pur- eon ei | 
chasing agents and office managers _— = — 
all agree that the surest way to chair 
satisfaction is to depend on the 
JASPER CHAIR COMPANY. Ex- 
perience teaches that you can’t go 
wrong with this nationally famous 
line of office chairs. 


JASPER CHAIR CO. 


JASPER INDIANA 


George A. Litchfield, Sales Mor. 
Jasper, Ind. 


NEW YORK CHICAGO SEATTLE 
R. J. Freeman W. H. Brown S. H. MacDonald 
383 Madison Ave. 6708 Glenwood Ave. Orpheum Building 
TO ANSWER THIS AL 


SOUTHERN Use QUICKMAIL 


.W.T J. S. Fowls 
ote tok Pe st eae Ue COUPON no Md 
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There Are 


DOPPELT CASES 
For Every 


Above and below are pictured two fine cases which, 
in handsome appearance and practical utility, are 
typical of the whole line of Doppelt cases. 


#1111W, shown above, is a beautiful practical secre- 
tary case of genuine walrus seal. It meets the most 
exacting requirements. 


27017N, pictured below, is an extra large-capacity case 
for business and professional men. Strongly lined, with 
ample pocket space and disappearing handles, this 
splendid case is an overwhelming favorite with dis- 
criminating buyers. It comes in Sun-Tan or British 
Brown Top-Grain Cowhide. 

The Doppelt line includes cases for every need of 


business man and salesman—at a range of prices to 
fit the purse of every buyer. 


Send QUICKMAIL COUPON No. 39 for Illustrated 
Catalog of Complete Line 


CHARLES DOPPELT & CO. 
FINE LEATHER GOODS 


412 N. ORLEANS ST., CHICAGO 


OPP. MERCHANDISE MART 


NO. 7017N 


se WICKMAIL 
COUPON Be) 22 | 
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, 


FASTENERS 


py 


\ 


Papers are piling up on all the desks of the nation. 
Helping to keep them in order—to find them f aster— 
to file them safer—is helping to speed the nation’s job. 


That’s where you—and ACCO—come in! Making 
paper handling more efficient is the service ACCO 
FASTENERS perform best. Business—and govern- 
ment—need that service now more than ever before. 
And this is a good time to find out about it. 


The good work you do now in building your office 
efficiency will keep on coming back to you as profits 
in the years to come. 
ACCO Products Now! 


Ask your stationer about 


PRODUCTS, inc. 


Long Island City, N. Y- 


ACCO 


39th Ave. at 24th St. 


October, 1941 
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MEMO PADS 


A neat container of note sheets, 
essential to a busy desk. 
1. Red, Blue, or Green 
2. Red, Blue, Brown, Gray ... 


GUMMED STARS 


In sizes from 39” to 3”—in gold 
or silver; also regular colors. 
No. 2 box, 250 %4” stars ......-$ .10 . 


REINFORCEMENTS 


Cut from strong, thin cloth in 
sizes for every notebook. 
No. 2 box, 100 for 4%” hole ....$ .10 


INDEX TABS 


Complete alphabet on handy 


card, easily detached, gummed. 
No. 210, 42” tabs on card 


MENDING TAPE 
A gummed mending tape, strong 
and transparent, on convenient 
spool. 
No. 2 spool of 450 ins. ($4) ...$ .10 


DESK SET 
Handy bookboxes of desk needs 


fitted into walnut finish wood base. 
No. 8, inkwell and 8 books 


— = 
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WHY A 
TAILOR-MADE 
INDEX? 


Every list of names differs from 
every other list, not merely in the 
number or size of the list, but in 
physical characteristics. This results 
from the nature of the business, the 
geographical area covered, national- 
ities predominant, and many other 
factors. An index that would be per- 
fect for the directory of Indianapolis 
will be hopelessly inadequate for that 
of Minneapolis, and for the member- 
ship list of a Russian organization 
it would be completely worthless. 
Yet all hand-me-down indexes are 
based on ‘“‘average’’ lists of given 
proportions—and an average list is 
non-existent. 


Let us give you full and convinc- 
ing details about Natural System— 
the index that can so easily and nat- 
urally be fitted to ANY list — that 
has never met a filing problem that 
even presented difficulties of proper 
and exact division—that does not re- 
quire special training or knowledge 
to install or operate—and that al- 
ways satisfies. 


Send Coupon Today for full information 


= 


C]he Wabash Cabinet Co. 


Wabash~iIndiana. 


The Wabash Cabinet Co., Wabash, Ind. 
Please send us full information about NATURAL SYSTEM, 


... and they make a hit 
all along the line 


The handsomely 
harmonizing 


HP-6 Series 


$300 to $1050 


You can be sure of a fav- 
orable reaction, when you 
equip with this “family” 
of desk sets. Plain or 
“dressed up” — single or 


HP-670 (Presswood 


Base) $8.09 and $8.50 


double—plain or in strik- 
HP-640 i Beauti 
(Genuine Two-tone ing colors. utifully 
Walnut Base) 


styled, they deliver writ- 
ing satisfaction that 
brings requests for more. 
. . - Incidentally, you cut 
down ink evaporation 
losses, refilling nuisance, 
_ replacement expense. One 
set “inoculates” an entire 
office. Start now—order 
from your stationer of 
send QUICKMAIL COU- 
PON No. 6. 


Sengbusch Self-Closing 
Inkstand Co. 


1025 Sengbusch Building 


$5.25 and $5.50 


HP-650 
(Genuine Two-tone 
Walnut Base) 
$10.00 and $10.50 


HP-660 (Genuine Walnut Base, Milwaukee . Wisconsin 
oles Plastic Trim) 
.75 and $7.00 ee 


October, 194! 
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THESE USEFUL ACCESSORIES 
SPEED UP OFFICE ROUTINE 
AND MAKE WORK EASIER 


WOOD DESK TRAYS 
Wide hand openings on 
all four sides and bottom 
make it easy to handle 


; BOX FILES 


It pays to use these useful 
and economical office acces- 
sories made by Globe-Wer- 
nicke. They keep office rou- 
tine operating smoothly, 
save time and money. 


For over half a century 
Globe-Wernicke has been a 
pioneer and leader in the 
development and produc- 
tion of dependable office 
equipment and accessories 
to serve business. 


Go to your local Globe- 
Wernicke stationer or use 
QUICKMAIL COUPONNo. 11 


in fifteen different sizes 
with many styles of 


AGATE CARD 
INDEX TRAYS 
Sturdily built... 
made of heavy 
binders’ board 
... wood bottom ... 
steel follower 
..025 426 
Sx 8,6x9Q, and 

check file 


easily set up. 
pensive .. Mconseamaen 
sizes. No mussy adhe- 


also metal tabs 


and legal sizes. 


with removable — 
inserts. Standard 


UTILITY and U-MAK-A INDEX TABS 


Choice of all celluloid or with cloth skirt 


STRIP TYPE 
Can be typed with any 
indexing desired and 
cut to any size. Fur- 
nished with blank insert 
labels. 


Americas Best 
Carbon Paper 


arter’ Ss 


MIDNIGHT CARBON 


PAPER 


[ii 14s igagadis 


Here’s why Secretaries 


insist on it 


© MIDNIGHT is unusually clean to handle 
® MIDNIGHT is economical to buy 
® MIDNIGHT makes clear, sharp carbon copies 


® MIDNIGHT is noted for extra-long wear 


® MIDNIGHT design assures you as well as your cus- 
tomers of the same high quality on every order 


Send QUICKMAIL COUPON No. 43 
for Free Sample Folders 


Write The Carter’s Ink Company, 


INDEXED TYPE 
Ideal for indexing 
books and records in 
alphabetical order. In- 
dexing printed on cel- 

luloid—no inserts. 


SHIELD TYPE 
Recommended for in- 
dexing books and 
records subject to con- 
stant handling. Inserts 

are removable. 


Slobe-Wernicke 


Cincinnati, Ohio 


OF OVER 4000 ITEMS 
NEEDED IN OFFICES 


October, 1941 


Dept. M, 
Kendall Square, 
Boston, Mass. 


Carter’s 


MIDNIGHT CARBON 


PAPER 


OFFICE EQUIPMENT DIGEST 


For Purchasing Agents, Controllers, Office Managers 


Carters 
MEDNSGHT 
CARBON 
PAPER 


Otel bln statis. 
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OFFICE EQUIPMENT DIGEST obtained exclusive rights for the office equip- 


WUICKMATL 
REPLY COUPONS 


TO ANSWER ADVERTISEMENTS 


ment and stationery field to the Quickmail Coupon System — a patented new 
inquiry system which saves hours of time for readers in answering advertisements 


and securing information about merchandise. 


THE QUICKMAIL COUPON SYSTEM brings you these advantages:— 


Only | minute plus Ic to make an inquiry. 
Brings you the latest information. 


a 
y 
3. Identifies the source of your inquiry. 
4. 


- + CKMAIL 
wk 4% 
COUP CN no.!O 


The New Ad | ick | 


Technique | Coupon Mailed! 


QUICKMAIL brings you the information or merchandise you desire 
with ease and speed. If you want any information not mentioned 
in this advertisement, just specify it on your inquiry. 


Gives you a pre-addressed, gummed mailing label ready for use. 


SIMPLE TO USE: 


Stick the coupon on the 
stamp side of a postal card, 
write your firm name and 
address on the back and 
mail. You may also stick 
the coupon on your letter- 
head, sign your name and 
title, and mail in your own 
envelope; or stick the cou- 
pon on your envelope and 
enclose your inquiry or 
order for specific mer- 
chandise. 


Ube be Gide Coupons Opposite wy P. age 
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For Purchasing Agents, Controllers, Office Managers 
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Co. 
Washington 


Ave. 
Natick, Mass. 


New England 
Punch 


Standard Record 
Co. 
104 S. 4th St. 
Brooklyn, N. Y. 


Ace Fastener 
Corp. 

3415 N. Ashland 
Paramount 
Products Co. 
545 Fifth Ave. 

ew York, N. Y. 


Avenue 
Chicago, Ill. 
Dept. 10-FED 


524 N. Broadway 
ilwaukee, Wis. 
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Dept. M 


Kendall Square 


Co., Inc. 
Boston, Mass. 


16 Champeney Ter. 


Ave. 
Mich. 


Grand Rapids, 


Ave. 


Chicago, Ill. 
Div. Hall-Welter 


Rochester, N. Y. 
Charles Doppelt 
Co. 

412 Orleans St. 
Chicago, Ill. 


Carter's Ink Co. 


Chicago, Ill. 
Louis Melind Co., 
Inc. 

362 W. Chicago 
Metal Office 
Furniture Co. 
1400 S. Division 
Dawn Mfg. Corp 


Mutual Publishers 
148 Lafayette St. 
New York, N. Y. 


Master-Craft 
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Sengbusch 
Self-Closing 
Inkstand Co. 

1025 Sengbusch 
Co. 
Ansonia, Conn. 
Specialty Co. 
13th St. 
Mfg. Co. 
3210 Carroll Ave. 

The Wholesale 
Typewriter Co. 
155 Sixth Ave. 

Old Town 
Ribbon & Carbon 
Co., Inc. 

750 Pacific Street 

Brooklyn, N. Y. 
Universal Office 
Equipment Co., 

Inc. 

561 Broadway 
31 West 47th St 

ew York, N. Y. 

Neva-Clog 

Products, Inc. 

Connecticut Ave. 


18 Beaver Street 
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nt-O-Ink Co. 


American 
Automatic 
lectric Sales Co. 
033 W. Van Buren 
Street 
Chicago, Ill. 
Gregory 


Ave. 
ps Angeles, Calif. 


asper Chair Co. 


Fisher Co. 
1 Park Ave. 
New York 
Quality Park 
Envelope Co. 
Jasper, Ind. 
Sturgis Posture 
Chair Co. 
Magnolia St. 
2652 Pasadena 


Filing Supply Co. 
340 Morgan Ave. 
Brooklyn, N. Y. 


Underwooc 
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penny post-card. Write your firm's 
name and address on back of 
card and mail. You will receive 
particulars referred io in ovr ad 
on pages |i and 12. 


4 EBERHARD FABER PENCIL CO. 


Stick coupon on stamp side of 
penny post-cord. Write your firm's 
name and address on back of 
card and mail. You will receive 


WM. SCHOLLHORN CO. 


SSeS SHES EHS ESAS EHHESESSEHTEESE 


ACE FASTENER CORP. 


Stick coupon on stamp side of ¢ 
penny post-card. Write your firm's « 
name and address on back of ¢ 
card and mail. You will receive $ 
particulars referred to in ovr ad ¢ 
on page |0. . 
' 16 JULIUS BANDES & CO., INC. : 


. 
SRSA SCE ee eetearseesesrivse 


name and address on back of ¢ 
aS: cord and mail. You will receive ¢ 
s particulars referred to in ovr ad ° 


on page 40. ; 
20 PARAMOUNT PRODUCTS CO. 


card and mail. You will 
particulars referred to in our 


on page !0. 
STATIONERS 
24 LOOSE LEAF CO. 


atest enaweaaesere ease seese@erveer 
Stick coupon on stamp side 
penny post-card. Write your firm' 
name and address on back 


STANDARD RECORD CO. 


e@eeeeeeeeeeeeeeeeeeeeeeeee 


Stick coupon on stamp side of 
penny post-card. Write your firm's 
name and address on back of 
card and mail. You will receive 
particulars referred to in ovr ad 
on page |7. 

32 DENNISON MFG. CO. 


card and mail. 
particulars referred to in ovr ad 
on page 44. 

NEW ENGLAND 
PAPER PUNCH CO. 


eeeeeeeeeeeeesemesesereeeeeseeee 


WABASH CABINET CO. 


PeBe SSOP teeter eaesesr sagas 


PPeVETeTeTeeeey Creer 


J. S. STAEDTLER, INC, 


ay Stick coupon on stamp side of ¢ 
i: penny post-card. Write your firm's ¢ 
Sa address on back of ¢ 
oe mail. You will receive «+ 
Ge referred to in our ad 
7 . ° 


PeccccvccccvcceLocccccccccccccs 


penny post-card. Write ‘your firm's 
name and address on back of 

» card and mail. You will receive 
particulars referred to in ovr ad 
on page /4. 


SHAW-WALKER 
MASTER-CRAFT DIV. 
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Stick coupon on stamp side of 
penny post-cord. Write your firm's 
name and address on back of 
card and mail. You will receive 
porticulars referred to in our ad 
on page 45. 

7 HIGGINS INK CO., INC, 


@aeecreereeerseeaerevsesaeerses 


Stick coupon on stamp side of 
penny post-card. Write your firm's 
name and address on: back of 
cord and mail. You will receive 
particulars referred to in ovr ad 
on page |? 

il GLOBE-WERNICKE CO. 


SSSSSSSSSSSSSSESSHEESESSSEHSSHEHSESEEESHSSEHE SSS HEESHSESSESSEHHEHEEHEHHEEHEHSSESESESESSEEEHEEEEEE 
. 


Stick coupon on stamp side of 
penny post-cord. Write your firm's 
name and address on back of 
You will receive 


MUTUAL PUBLISHERS 


aeaeearrrsvretseaeraste eer sees 


on the Outside Back Cover. 


THE VICTOR SAFE & 
EQUIPMENT CO., INC. 


C. L. BARKLEY & CO. 


a3 


PUT EPERELEPELEL CEE ee 


. You will recei 
ulors referred to in ovr ad 


LOUIS MELIND’ CO., INC. 


coupon on stamp side of 
post-card. Write your firm's 

address on back of 
and mail. You will receive 
vlars referred to in ovr ad 
5. 


METAL 
OFFICE FURNITURE CO. 


eat tae aeee sa sbervaetitde tes 


. 


35 DAWN MFG. CORP. 


SHESSSSSSSSSSSSSHESSESSSSSSHEESCSSSSSESSESSSSSSSESSESESESEEEEE 


cord and mail. You will receive 
porticulars referred to in ovr ad 
on page 16. 

39 CHARLES DOPPELT CO. 


SCOPE SE SSH SASH HABE HED OE 


card and mail. You will receive 
particulars referred to in our ad 
on page |? 


43 CARTER'S INK CO. 


Stick coupon on stamp side of 
penny post-card. Write your firm's 
nome and address on back of 
card and mail. You will receive 
particulars referred to in ovr ad 
on page 4. 


PRET ORF ATAEOTHECEBTESCEAEE 


penny post-card. Write your firm's < 


° penny post-card. - rite your 

e mame and address on back of = name and addres on back 
: card and mail. You will receive + card and mail. ou will ree 
* particulars referred to in ovr ad particulars referrs to in ou 
* on page 3. 2 on page 7. 

° COLUMBIA RIBBON & : OOD FLUC 
= 9 CARBON MFG. . INC. . | FISHER CO, 


oer er ereseceeereeeesesees sesasecs, 
Stick coupon on stamp side of ° Stick coupon on stomp side 
penny post-cord. Write your firm's { penny post-card, Write your fir 
name and address on back name and addres: on back 
card and mail. You will receive card and mail. You will ree 
porticulors referred to in our ad particulars referred to in oy 


on page /8. on page /3. 
SENGBUSCH SELF-CLOSING THE GENERAL 
INKSTAND CO. ; 5 FIREPROOFING Cg 


SOSCCOCSTESECSCAESFCTC HALT ee Ee 


Stick coupon on stamp side of 
’ penny post-card, Write your firm's 
name and address on back of 
.card and mail. You will receive 
particulars referred to in our ad 


SETS H LST ELS LEE HORT ates 


Stick coupon on stamp side 
penny post-card. Write your firm 
name and address on back 
cord and mail. You will 

particulars referred to in our 


eececevcccscceefosceresessecese 
eeeeeeseeeeeeeeBeseeeeeees 


on page 43. oe AUTO 
10 THE H.C, COOK CO. = AtuecTaie sae a 


* 
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AR more potent against the walls of the American 
[ office than the trumpets of Joshua or the bombs of 

predicted air raids is plain, everyday noise, and all 
measures taken against this continuing menace to effi- 
ciency and health are worthy of the hearty support of 
office people. 

A report just sent out by the Noise Abatement Coun- 
cil regarding its recent annual drive to arouse people to 
action against noise shows that the campaign has won 
practical support in most of the leading cities of the 
United States. 

“The recognition accorded Noise Abatement Week by 
press and public far exceeded that given to the first 
observance and definitely established it in the national 
scene,” the Council says. 

Several of the thirteen companies sponsoring the drive 
are specifically interested in the problem of office noise, 
which many and many an executive office still fails to 
recognize as a problem. Noiseless typewriters, sound 
absorbing and insulating wall boards and other insula- 
tion materials, noise deadening pads, and many other 
products are of vital assistance in modern office layout, 
construction, and equipment, which call for as much 
attention to the protection of office workers from noise 
as from the cold of winter or the heat of summer. 

There’s a lot of talk these days about morale. Well, 
office morale is as vital to defense as any other sort of 
morale, and reduction or elimination of office noise has 
an almost miraculous effect on bettering office morale! 
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NCLUDED among the equipment for the new Elgin offices 
| Are Burroughs, National | Cash Register Co., and Comp- 

tometer accaunting m Johnson chairs, 
Shelbyville desks; Mead er filing equipment; and L. C. 
Smith typewriters. 


An innovation at the new offices is a centralized steno- 
graphic section. Established with some misgivings, it has 
proven to be a highly efficient addition to office operation. 

Another innovation is a filing department which handles 
not only the filing for the main office but for the entire 


factory as well. The Elgin factory covers a floor space of 
about twenty-three acres. 


FINE 
NEW OFFICES 
For ELGIN 


HE Elgin National Watch Co. has provided outstanding 
new offices for itself at its headquarters in Elgin, Ill. 
The pictures on this page will give some idea of the 

modern, clear-cut character of the new quarters in which 
the business direction of this widely known organization is 
centered, 


The architect for the offices was W. L. Pereira. 


Photos by Hedrich-Blessing Studio 
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“DEAR UNCLE SAM 


By William P. Hoy 


OW is your office filing your correspondence with Uncle Sam? 
HH The quantity of paper which flowed between the offices of the Federal 

Government and the offices of American business during World War I 
is as nothing to the quantity of paper flowing between them even at this 
stage of our involvement in World War II—and office managers and filing 
supervisors trained during years of peace, when contact between Govern- 
ment and business was at a normal level, are tearing their hair these days 
trying to work out an efficient method of filing the vast quantities of Gov- 
ernment letters, bid forms, orders, shipping notices, and other material to 
which the abnormal increase of relationship between Government and busi- 
ness is giving rise. 

Much of the confusion arises from the multiplicity of Government sources 
of correspondence, not merely in Washington but through the country. The 
number of Government departments, divisions, and sub-divisions, and their 
various offices is the highest in our history. When it comes to filing the 
material reaching you from them and the copies of your correspondence 
with them, how bring order out of seeming chaos? 

The formula is simple. 

Consider the Federal Government in the same light as you would con- 
sider any large corporation with which you do business. This corporation, 
the Federal Government, has its home offices in Washington, D. C., and 
branches — arsenals, navy yards and bases, forts, Indian reservations, 
courts, and what-not — scattered all over the United States and its pos- 
sessions. It is all very perplexing until we sort it down to the least common 
denominator. 

The ever-increasing expansion of activity of the Executive branch of the 
Government in recent years, especially since the beginning of the present 
emergency, makes the Executive branch of far more significance to us 
from the filing point of view than the Legislative or the Judicial branches. 
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The head of the Executive branch is of course the President. Under his 
direction come the departments headed by his Cabinet officers and the vari- 
ous divisions, agencies, bureaus, and offices which take care of manifold 
% extra functions for him, such as the Office of Production Management, the 
s Federal Housing Authority, and many others. The Cabinet departments 
are of course Agriculture, Commerce, Interior, Justice, Labor, Navy, Post 
Office, State, Treasury, and War. 

Forms, letterheads, envelopes, orders — in fact any communication from 
“og these governmental divisions — have headings printed with the name of 
- the division. They should be filed or classified first under “United States 
Government” and then under the name of the department or agency. 

Communications addressed to these divisions of the Government should 
be properly addressed for filing classification in this way: 


Ste Der, 
aris SS) a 
ee - 


United States Government, 

Office of Production Management, 
Washington, D. C. 

United States Government, 


Ns Federal Housing Authority, 
Washington, D. C. 

Incoming communications will always show this sort of information and 
outgoing communications must also give this information, for correct filing. 
tel Thus we see that the whole vast Executive organization, for filing pur- 
AS poses, can be classified under relatively few major headings. Communi- 
cations from any of these departments will clearly show by the printed 

(Turn to page 33) 


"a Some of 1800 persons taking a Civil Service stenographer and typist examination in Washington as 
# . defense agency correspondence demands rapidly deplete list of eligibles. 
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Allen-Bradley Co. GETS MORE 


October, 1941 


New fluorescent lighting in drafting room at offices of Allen-Bradley Co., Milwaukee. 


By John E. Hubel 


HEN the company’s plant and offices of Allen-Bradley Co., Milwaukee, 
W were built some twelve years ago, it was thought that the 20 foot- 
candle lighting provided was the last word for the purpose, and the 
offices had the reputation of being the best lighted ones in the Milwaukee 
area. Now, with the completion of the new offices, designed by Fitzhugh 
Scott, Milwaukee architect, the company has taken full advantage of modern 
lighting and has provided 50 foot-candles for the office workers and 100 foot- 
candles for the drafting room. Now, again, these offices stack up with the 
best in Milwaukee so far as lighting and other advantages are concerned. 
In the general office of Allen-Bradley Co. there are 4-tube 48-inch white 
fluorescent lamps in shielded fixtures. The resultant level of illumination 
is 50 foot-candles. In the drafting room in the new building, where more 
good light is necessary than in the main office, the new lighting system gives 
light comparable to an overcast sky. Continuous rows of 2-tube 48-inch 
shielded fixtures have been installed 314 to 4 feet apart, resulting in 100 
foot-candle level. Such level of lighting can only be obtained with fluores- 
cent equipment, according to the engineers of the Wisconsin Electric Power 
Co., Milwaukee, responsible for the layout. 
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ABOVE: 

TO PROTECT RECORD CARDS. Seal, Inc., Shelton, Conn., 
has developed this Life Extension Cardjacket, a new transparent 
film which keeps catalog and other cards legible and immaculate. 
A miniature thermostatically controlled flatiron called Kard- 
welder is used to apply film to cards. The manufacturers report 
the film as moisture and grease-proof, easily cleaned, long- 
wearing. It adheres securely, it is said, makes cards more 
legible, reduces dogears, eliminates cut fingers. Complete kit 
at 250 sheets of film, Kardwelder, small felt-covered table, 
retails at $3.95. Information and samples available on request 
to company. 


ABOVE: 


THREE HOLE PUNCH for three-ring binders with action as 
easy as pie. Just hold Clix (that's the punch) in the left hand, 
hold paper in the right; insert paper in front feed as far as it will 
go. Then squeeze top of punch down, and the paper is punched 
accurately for your three-ring binder. Clix retails for $3. From 
New England Paper Punch Co., Natick, Mass. 


LEFT: 
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SELr-LOCKING POSTS, an innovation in permanent binding 
posts from W. R. Kline Co., 440 73rd St., Brooklyn, N. Y. 
Illustration shows how they are applied; a few simple operations 
make a permanently bound volume. K-Line posts are manu- 
factured in various lengths suitable for binding sheets with '/2 
inch round holes from | to 7!/2 inches in thickness. Regular 
K-Line posts with fibre tubes cut to length required are available 
for binding papers with 5/16 or ¥% inch punchings. Posts sell 
at 2!/, cents each, any length or quantity; fibre tubes are 3 cents 
for twenty. 


ABOVE: 

COMFORT INCREASES EFFICIENCY: this is the thought be- 
hind the design of this model by Jasper Chair Co., Jasper, Ind. 
From general office and posture chairs to leather-upholstered 
executive styles, the company has a chair to meet every seating 
need. Show here is a stenographer's posture chair, available in 
solid walnut, quartered oak, birch, walnut or mahogany finish. 
Seat is 15 by 16 inches; back is adjustable, 15 to 17 inches. 


NEW G-F VERTICAL FILE is now available in letter and cap 
size, 28 inches deep and 525% high. Four drawer cabinet has 


suspensions and compressors similar to those in discontinued 
1100 line; construction is heavier and more rigid. Hardware 
is of white metal. From General Fireproofing Co., Youngstown, O. 
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Management must try to see office workers as they see themselves—as individuals, 
J. STANLEY BROWN and very important individuals at that! 


KEEPING OFFICE WORKERS SATISFIED 


By J. Stanley Brown 


Personnel Direetor. 
Chemical Bank & Trust Co... New York 


‘From Executives Service Bulletin, Metropolitan Life insurance Co.) 


S INDUSTRY wrestles with the problems involved in a shortage of the 
A men who work with tools, business sees looming a comparable problem 
with respect to the men and women who work at desks. White-collar 
folk are going into military service and airplane factories and brand-new 
enterprises; married women are resigning because their husbands are for 
the first time earning enough to support them; and the recent college gradu- 
ate is wondering about his future in “big business.” 

Instead of a surplus of office workers, therefore, business is suddenly 
faced with a shortage of the men and women who file the correspondence, 
post the ledgers, service the sales, and handle the payrolls. This means 
that business must now face a problem which industry—or a large part of 
it—can consider water over the dam: the problem of eliminating, so far 
as possible, what may be labeled “job dissatisfaction.” 

As we see it, the elimination of job dissatisfaction among white-collar 
workers must reflect management’s perception of at least two basic differ- 
ences between the man at the bench and the man at the desk. In the 
first place, industry has tangible means for the measurement of tangible 
products, but the white-collar worker enjoys no such advantage. The indus- 
trial worker produces so many matches, bolts, or buttonholes per hour, or 
attaches so many gadgets to so many machines on an assembly line, 
while the white-collar man or woman deals with intangible products. And 
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the means for measurement of those intangibles are also largely intangible, 
or utterly non-existent, in most organizations. 

There is, for instance, that great, much-preached-of intangible known 
as “Service.” What shall we say regarding the value of the clerk who 
answers a complaint, “Yours received and contents noted,” as compared 
with the man who takes it seriously enough to pack some personality and 
salesmanship into it? 

In our organization we are attempting to meet this situation primarily 
by putting the responsibility for personnel management where it belongs— 
with the head of each department and branch, or his responsible repre- 
sentative. Our personnel director is exactly what the title implies. He 
is the fellow who directs and coordinates personnel policies formulated by 
top management. In other words, he has a staff function. And one of 
the duties of the personnel director is to rate the personnel managers in 
so far as their capabilities in the rating of employees are concerned. His 
is the duty of knowing which departmental personnel managers over- 
emphasize, underemphasize, or ignore those intangible qualifications that 
make the difference between an outstanding employee and a merely routine 
worker. 

These departmental personnel managers report their findings on a stand- 
ardized employee rating sheet. The sheet is very ordinary, including such 
usual factors as speed, accuracy, initiative, and capacity for development. 
We think the form of the rating sheet, for our purposes at least, is imma- 
terial beside the fact that the use of a sheet, any sheet, requires the depart- 
mental personnel manager to conduct an audit of his employees at stated 
intervals. 

One further check on the correctness of departmental ratings lies in 
the fact that the members of our personnel department are expected to 
circulate, each with a definite purpose. For instance, one of us is responsi- 
ble for independent ratings of page boys and page girls; another for 
typists and stenographers; and still another for machine operators, book- 
keepers, and tellers. 

Moreover, our general personnel services are tied in with the central 
personnel department in every possible way. When an employee needs an 
advance on his salary, for instance, he has to come, not send, to the per- 
sonnel department in order to get it; when he goes on vacation, he comes, 
not sends, to the personnel department for his vacation salary advance. 


(Turn to Page 34) 
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The specialization of training in schools and classes teaching the office personnel of tomorrow is a 
reflection of the increasingly complex requirements of office operations and procedures. 


Planning OFFICE OPERATIONS 
and PROCEDURES 


By L. A. Griffin 


Johns-Manville Corporation 


Photo courtesy Curtis Lighting Co. 


animal to adjust itself to peculiar and even to abnormal conditions. 

An animal can become so accustomed to going around in circles, for 
example, that he does so with ease and dispatch, and apparently he doesn’t 
feel any dizziness at all until he stops. I have been thinking that office 
managers have somewhat the same reactions. We are living in rapidly 
changing times, and we are adjusting so fast that we don’t realize how 
dizzy we are until we take a breathing spell to see how we're getting along. 

During the last few years, office operation has become increasingly 
complex. It has grown with great rapidity and we have become so accus- 
tomed to change that it has become routine with us. The office machines 
that we use have changed with similar speed. Machines in use today are 
much different from those of only a few years ago. We use photo-electric 
cells in the most casual way; we transmit orders with wire and without; 
we photograph our records to reproduce them. These things are all new, 
but we are used to new things and we are wired for problems. The defense 
program with which we are faced now is simply the latest involvement in a 
series of increasing complexities. 

The office today is a far cry from that of our grandfathers—even of our 
fathers. We realize from biographies, stories and novels of the past gen- 
eration how far we have come from the letter-press office described in the 
Saturday Evening Post stories about young Ames, to the streamlined office 


DP snimal to adjue tell us it is perfectly possible—up to a point—for an 


* An address before the New York Chapter, National Office Management Association. 
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of today. Only a short time ago business was confined to small organiza- 
tions, with direct contact between manager and customer, between the 
production department and the bookkeeper. There was intimate knowl- 
edge of all parts of the business not only by the management but by the 
other employees of the organization as well. Everyone knew the aim of 
the organization and the plan to achieve it. The customer sent in his order 
and the same small group of persons received the order, made the goods 
and shipped them, did the bookkeeping and the billing. As industry became 
more complex, this direct contact was lost. As the requirements of business 
have grown, specialization has become necessary. It is no longer possible 
for one person to know all the best and latest methods of all phases of the 
work. The market has become extensive and varied, and rules of operation 
have had to be drawn up. 

Thus, in modern business, every department has its rules and standard 
methods. There are purchase specifications, standard production practices, 
personnel department procedures and, of course, office methods. These 
have to be standardized. There must be some single prescribed way for 
doing each job, so that it is done in the same manner each day and so that 
the method may be known to someone other than the person doing it. With- 
out standard practice to guide us in these modern complexities we can get 
into serious trouble. Take the subject of filing, for example. There is a 
little poem going the rounds of filing circles that one of our branch mana- 
gers sent in to me with a suggestion that we ought to raise the salaries of 
our file clerks. Perhaps you have seen it too. The poem starts like this: 


“T don’t have to say that my grandmother died 
If I want to turn out for the Giants, 
My boss won’t grumble, my boss won’t chide; 
I’ve got it down to a science! 


(Turn to Page 37) 


A battery of modern files in the offices of the Fireman's Fund Insurance Co., San Francisco. 
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Photograph courtesy General Fireprooting Co. 
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peared in his office layout series in this magazine: 


“Layout and Equipment of the Modern Office" 
"The Space Factor in Planning the Office Layout" 
“Location Studies for Office Layouts" 

"Creating the Office Layout" 


REPRINTS OF RIPNEN OFFICE LAYOUT ARTICLES 


FFICE EQUIPMENT DIGEST offers to its readers, through the cooperation of Kenneth H. Ripnen, noted 
authority on office, factory, and warehouse layout, reprints of the following articles which have ap- 


"Atmosphere in the Office Layout" 

"Standardizing Equipment in the Office Layout’ 
"Standardizing Floor Covering in the Office Layout'’ 
"Partitions in the Office Layout" 


"Standards in Office Layout" 


For free copies of any or all of these reprints, write 
OFFICE EQUIPMENT DIGEST 


260 FIFTH AVENUE, NEW YORK 


heading, first, that it is from the United States Govern- 
ment, and second, that it is from a particular department. 
In the procedure that we use in ordinary commercial 
transactions, we address first the company, then the par- 
ticular department of the company — accounting, credit, 
sales, etc. Branch offices and branch factories are ad- 
dressed first to the name of the company; second, to the 
particular branch office or factory, and then to the loca- 
tion — Brooklyn, Cleveland, Chicago, etc. 


The same plan fits our Federal Government. The cus- 
tomer is the United States Government. The department 
is Agriculture, Commerce, Interior, or what-not. The loca- 
tion is Washington, Chicago, New York, Denver, or wher- 
ever. With this concept of the situation in mind, your filing 
department won’t need many headache powders! 

For example — you receive a request to bid on materials. 
This bid form has a printed heading reading: 


United States Government, 
Navy Department, 
Washington, D. C. 


and goes on 


Invitation to bid on— 
Materials required for Brooklyn Navy Yard, Trans- 
port “S/S West Point.” 
Bids must be in the office of ......... 
by 11 A.M., August 1st, 1941. 
Address: Brooklyn Navy Yard, 
Brooklyn, N. Y. 


The bid form is filled in and presented. 

“Where do I file my copy?” you ask. First, under 
“United States Government,” second, under “Navy De- 
partment,” third, under “Brooklyn, N. Y.” The Navy 
Department has only one navy yard in Brooklyn. 


What do you care in this instance if the Department of 
Labor has a mediation board in Brooklyn. That’s the 


A NEW U. S. ACADEMY? 


A third service Academy for 
the United States, similar to the 
U. S. Military and Naval Academ- 
ies, but devoted to the training for 
our consular and diplomatic service 
of young men appointed from the 
various national groups of our 
population. 

This was the suggestion advanced 
by William P. Hoy, Art Metal Con- 
struction Co., before the educational 
group session at the recent National 
Foreign Trade Council convention 
in New York. James S. Carson, 
chairman, Foreign Trade Educa- 
tion Committee, and vice-president, American & Foreign 


William P. Hoy 


October, 1941 


FILING CORRESPONDENCE WITH UNCLE SAM 


(Continued from page 26) 


Department of Labor and files under— 


United States Government, 
Department of Labor, 
Brooklyn, N. Y. 

I could draw pictures, make charts, and illustrate the 
idea from many angles, but most of the office managers 
and file supervisors that I have met are not dumb; they’ll 
get the idea. They’ll file the bid form we’ve been talking 
about, the order, correspondence, shipping notice, and in- 
voice under— 

U. S. Government 
Navy Department 
Brooklyn Navy Yard 
Brooklyn, N. Y. 
“S/S West Point”’ 


Presto — she files and she finds! 

There is only one Indian Reservation at Neopit, Wis. 
There is only one Naval Base at Pensacola, Fla. There is 
only one Reclamation Office at Kansas City, Mo. 

A legal size file is preferable because Uncle Sam likes 
legal size. Otherwise you must fold many of the papers, 
ani papers folded, while not so wide, are twice —and I 
said twice—as thick. Also, they are awkward at the 
folded end. 

Label the drawer — or drawers, for I hope you are get- 
ting your share of the tax money— “United States Gov- 
ernment, Executive Branch.” Buy some durable guides 
for your file and label them with the names of the ten 
Cabinet departments and of the various offices like OPM 
and FHA. Then if the War Department, for instance, 
writes you, grab a folder, label it “United States Govern- 
ment, Executive Branch, War Department,” and the name 
of the city where your letter comes from, and file that cor- 
respondence behind the War Department guide in the 
alphabetical position for the city. 

It’s as simple as all that, believe it or not! 


Ferrer 


Power Co., presided over the session. Such an Academy, 
Mr. Hoy declared, would utilize the invaluable knowledge 
of first, second, third, and fourth generation Americans 
respecting the language, customs, culture, and religion of 
the countries of their ancestral origin, educating young 
men of these groups to give American government and 
business the understanding representation abroad which 
makes for strong friendly feeling between other peoples 
and our own. 


COLUMBIA ANNOUNCES ACCOUNTING INSTITUTE 

Columbia University, collaborating with the Na- 
tional Association of Cost Accountants through its metro- 
politan chapters, has announced the Third Accounting 
Institute, to be held at the unviersity October 30-31. 
General topic of the two-day conference will be “Current 
Controversies in the Application of Accounting Principles.” 


OFFICE EQUIPMENT DIGEST 33 
For Purchasing Agents, Controllers, Office Managers 


“ie 


OS, ee a! , = ee ss 7 oe Bee Ce m ‘ pe : ome 
. ba = — Pe ie oa : a= a ae ‘- = : q a: : f. 
* 
. fa 
: 
. 
ee P 
' ' ” 
| bi oY 
a: 
: 
| — 
| 
| : 
= — 
ee 
ie 
0. : 
i : : 
. a 
Oe 5 ll ee ee es 3 


Our medical division is a part of the personnel depart- 
ment, and employees returning from sick leave are 
required to report there before returning to work. Emer- 
gency loans are applied for in the personnel department. 
Group insurance and pension certificates are issued 
through the personnel department, and the employee must 
call to receive them in person. 

Employee contacts of this type are cultivated in every 
possible manner, and when the employee appears in our 
reception room he is given a clear track over every other 
type of caller. We try to make him feel that we are glad 
to see him, that we of the personnel department are his 
friends. And then we take time to find out what he thinks 
of his job, his prospects, and what he is doing to improve 
them. 

In one way or another, then, we of the personnel depart- 
ment make contact with everyone of our 1,300 employees 
at least twice each year. Each of us forms an inde- 
pendent judgment regarding the capabilities of the em- 
ployees assigned to him. If, as sometimes happens, an 
employee is not contacted during a six-month period, we 
send for him, put the cards on the table, and get what we 
want. 

This system is far from foolproof, but quite naturally 
the personnel worker who watches the page boys, for 
instance, formulates an opinion as to which is the best of 
them and which the poorest. If our judgment disagrees 
with that of a departmental personnel manager, it means 
that someone is wrong, and the matter is discussed in 
conference. 

Another of our practices calls for the personnel director 
to meet frequently with the supervisory heads for group 
discussion of ways and means and policies. They get his 
viewpoints and he theirs, and in general our objectives 
remain closely correlated. 

Rating, of course, is not enough. It is one thing to 
know what an employee is worth and another to see that 
he gets it. As one answer to this obvious fact, our com- 
pleted rating sheets automatically take the status of 
salary follow-ups, which means that each of our employees 
receives salary consideration at the time of his anni- 
versary of employment. Our management committee meets 
once each week, and at that time considers the salaries of 
those employees whose anniversaries occurred during the 
previous week. 

However, we go a little further than that by recognizing 
the fact that the value of a beginner increases much more 
rapidly than does that of a seasoned employee. Consider, 
for instance, the “beginner” stenographer. Three days out 
of business school, she is worth to us $900 a year—or so we 
hope! Her vocabulary is small, her outlining slow and not 
too readable, and her transcription may be rough, to say 
the least. But if she is the girl we hope she is, six months 
later she will be considerably more confident, fast, and 
accurate. She will not yet have reached top value; but 
certainly she will have progressed halfway or more up the 
ladder. 

If her salary should remain at the beginner stage, how- 
ever, and if she knows that it must so remain for at least 
another six months (perhaps until she has reached the 
fully experienced stage)—if that should happen, then she 
would become dissatisfied. Of course she would be open to 
the $1,200 offer of another employer. So our beginners 
are rated and their salaries reviewed every six months 
during the first two years of employment and, in the case 
of really outstanding people, sometimes even more often. 
As one final step in the attempt to eliminate the salary 
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KEEPING YOUR OFFICE WORKERS SATISFIED 


(Continued from Page 30) 


phase of job dissatisfaction, we have in our personnel 
department a classification file which is perhaps unique in 
its simplicity. 

In this file our employees are listed by job classification. 
All tellers are listed in one section, bookkeepers in another, 
stenographers in yet another, and so on through the entire 
pay roll. The names are on 1%-by-5-inch visible index 
cards, and the cards are arranged in salary order. In the 
tellers’ division John Doe’s name heads the list, which 
means that he is the highest-paid teller in our organiza- 
tion. Richard Roe is at the bottom of the list, which 
means that his is the lowest of our tellers’ salaries. 

Whenever a teller is nominated for salary increase, the 
personnel director has but to pull the proper drawer and 
that teller’s relative position in the salary distribution is 
immediately apparent. And if that particular teller is 
just a so-so performer, and if his name is already pretty 
well up on the list, well, that is likely to be that! On the 
other hand, if Richard Roe remains too long at the bottom 
of the list, inquiries are instituted as to the reasons there- 
for; and, conversely, so long as John Doe remains at the 
head of the list, he is under constant scrutiny and expected 
to continue to be the best of the lot. 

So much for the effort to appraise and evaluate. 


Personal Objectives 


The second basic condition which we believe white-collar 
management must recognize is the fact that, whereas the 
industrial workman sees his personal objectives (his line 
of promotion, if you choose) straight and clear before him, 
the white-collar worker sees only a maze. 

The industrial worker proceeds—or can, if it is in hin— 
from apprentice to journeyman to master workman to 
straw boss, and so on up to the very top. His is straight- 
line promotion. Ask the industrial workman what he 
wants to make of himself, and his answer is “a hundred 
dollars a week” or “plant superintendent”—and the two 
replies may be synonymous. Almost invariably, however, 
the younger office worker replies, “I want to make a suc- 
cess of myself!” Just as vague and general as that. Ask 
him, “What sort of success?” and he scarcely ever knows. 

In commercial banking, the future of the junior might 
be in accounting, credits, statistics, customer contact, 
branch management—any of a half-dozen “operating” 
divisions, or a combination of several. The decision is 
difficult to make, and extremely easy to delay. So the 
youngster is likely to drift without decision or program 
until comes that inevitable day when, with his junior years 
behind him and his unplanned future appearing only dimly 
ahead, he finds himself dissatisfied. ; 

To meet that situation, we do a lot of preaching in our 
company. In general, our plea is for recognition of the 
fact that the individual worker has to take only two 
steps, strange as it may seem, in order to achieve “suc- 
cess.” Those two steps are: first, to accumulate something, 
tangible or intangible, to sell; and, second, to learn how 
to sell it. And I have observed that the average American 
worker will recognize the truth of the proposition, if it is 
presented to him properly. But it must be presented, for 
this is another desirable development which does not just 
happen. For that reason, we preach the gospel of indi- 
vidual initiative. We ask our people to choose. It is better 
to choose any career, even the wrong one, than not to 
choose at all. We try to help them choose. And, in the 
not unusual event that the choice is to leave our ranks 
entirely, we would rather have the dissatisfied employee 


(Continued on Page 48) 
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_ TAKES THE CURL 
OUT OF CARBON! 


What’s the biggest news that’s happened in the 
arbon paper industry in the past quarter 


rentury ?—it’s OLD TOWN’S amazing new Curl Proof 


DAWN CARBON PAPER 


Ar LAST—OLD TOWN Technicians solve the problem which 
us baffled carbon paper makers since the industry began— 


rmoving the curl from carbon. 


If you think this is a lavish claim make your own test. 
Place a sheet of DAWN on your hot radiator, then transfer 
gickly to the cold top of your desk. DAWN will not curl. 
lesists heat and humidity. Defies dampness and cold. Re- 
mins flat as a ruler after days of hard usage. And most 


L ovely Ona 


she 
mazing, DAWN costs no more than ordinary carbon! in “Lady from Louisiana’” « Repub- 
lie Picture. 


Ow TOWN’S mighty merchandising plan 
marches on to greater sales. Dominant 
point-of-purchase material draws dramatic attention to OLD TOWN. An ever-expanding 
national advertising campaign heightens the public’s interest in the products you sell. 
Vigorous co-operation between factory representatives and your own salesmen opens 
up profitable new consumer business. 


1941 belongs to OLD TOWN! We're heading for the heights. If you would like to come 
along write today for details of America’s most sought-after ribbon and carbon 
franchise. 


“The Secret of Beautiful Letters” contains 
‘ veritable mint of information for smart 
Seretaries. Send for your free copy. 


Use QUICKMAlL 
COUPON xo 


oe prow Hibben &-Carbons 


*‘MAKE A GOOD IMPRESSION’ 7 


Mission Street, San Francisco 
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REPAIRS WHILE YOU WAIT 


BEFORE... 


e reas 


ow A very brief time you can 

mend a briefcase... or a desk 
pad... ora leather chair. Mend 
any torn leather around the office 
with Duco Cement! This handy 
adhesive is easy to use and does 
a swell, permanent job. 


In fact, it’s great for mending 
almost anything. Duco Cement 


lid AFTER! 


eee MENDS OFFICE LEATHER, TOO! 


is a clear, flexible adhesive that 
holds permanently on practically 
anything except rubber. Even 
warm water doesn’t melt it. It’s 
waterproof! 


You'll find that Duco Cement 
—one of the handiest helpers on 
the payroll—is well worth adding 
to your next order for the stock- 


To answer the above ad use QUICKMAIL COUPON 


room. Order a carton and you 
won't run out. Any stationer can 
supply you. E. I. du Pont de 
Nemours & Co. (Inc.), Wilming- 
ton, Delaware. 


Be sure to tune in “Cavalcade of America” 
NBC Red Network ... every Monday eve. 


GU POND 


®£6.u.s. pacore 


REG. U.S. PAT. OFF. 


CEMENT 


No. 37 


October, 1941 
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PLANNING PROCEDURES 


(Continued from Page 32) 


I don’t have to faint, or resort to tears, 
Or use any feminine wiles— 

They can’t fire me—for the past two years 
I’ve been keeping the office files! 


“Yes, I have a system that’s all my own, 
And it can’t be explained and it can’t be shown, 
I file by number, I file by letter, 

I file by ways that are ten times better, 
I file by subject, I file by date, 
I file by city, I file by state, 
I shun the trite, and I scorn conventions, 
My filing system has four dimensions. 


“Oh, they can’t fire me, though I’m usually late, 
And I lunch from eleven ’til two, 

And I leave at four if I have a date; 

There’s nothing that they can do! 

Or if I forget to come down at all 

They’ve got to take it smiling, 

I’ve got them backed up against the wall, 

For I do all the filing.” 


Without standardization, the boss is helpless indeed, and 


office operations. 

Standard instructions have been in use in most modern 
businesses for years, but lately they have become more 
intricate. We have to meet the demands of our customers, 
who not only want their goods delivered at once, but want 
to be billed in a specified way and ask for shipping notices 
drawn up in a certain fashion, and so on. We must meet 
the demands of industry itself, with its many and varied 
merchandising plans. We have to consider the require- 
ments of our own organizations, which are calculated not 
only to produce a satisfactory sales relationship with the 
customer but to maintain control which will bring in a 
certain measure of profit. And, finally, we must meet the 
tax and record requirements of the government. All of 
these requirements are changing so rapidly, and the 


with them, that the output of the procedure department 
is bound to be terrific. The people who have to read and 


keep up with them. They would probably find this story 
somewhat apropos: 


A man walking through the hotel lobby the other day 
saw a friend of his in evening dress perched on a chair in 
front of a writing desk, busily engaged. 

The friend said, “Hello, Bill, what are you doing there?” 

Bill kept right on writing, but responded, with some 
little speech difficulty, “I’m writin’ a letter.” 

“Oh, you are? To whom are you writing?” 

“I’m writing a letter to myself.” 

“You’re writing a letter to yourself, eh? Well, what 
are you saying to yourself in the letter?” 

Bill took time enough to look up and answer in some 
disdain, “How do I know? I won’t get it until tomorrow.” 


we are writing until after we have sent it out. 


ability of standardization. The only question is—what 
direction should it take? We can have functional control 


tions would be issued by the sales, legal, manufacturing 
and financial departments, and perhaps by the various 
sub-divisions of these departments. For example, in the 
financial department the instructions might be issued by 


(Continued on Page 40) 
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methods and procedures have to change to keep in step | 


what is true of filing is just as true of all the rest of the | 


| 


abide by the changing instructions must find it difficult to | 


I don’t think we can blame the people in our offices if 
they sometimes suspect that we don’t ourselves know what | 


There is not much question any longer about the desir- 


by the various departments of the business, each one | 
setting its own clerical methods. Under this plan instruc- | 


the accounting section, the tax section, the auditors, and | 


| 


*. 


OST beautiful, practical, durable and efficient 

stapler ever built . . only stapler that staples, tacks, 
pins and hand fastens. Streamline design .. fits the 
hand perfectly. Four attractive colors: Red, Green, 
Brown, and Black. Triple chromium plated base. . 
precision engineered from highest grade steel . . will 
not jam or clog. Guaranteed for a Lifetime. 


SPEED UP PRODUCTION 


Ace Staplers save time and increase efficiency in office and 
factory; draftsmen find them superior to thumb tacks; shipping 
and receiving clerks use them to clip receipts and for attaching 
tags to boxes; they keep production orders intact; securely 
fasten documents and all office forms; save filing space. Ask 
your dealer to show you the complete Ace line. Models from 
$1.00 to $6.00. 


ACE STAPLE REMOVER 


Kemoves clinched staples neatly, quickly . . pre- 
vents damage to paper . . saves finger nails. Made 
of finest hardened steel, chromium plated. 

Thousands used by U. S. Government. Ea. 60c 


ACE FASTENER CORP., 3415 N. Ashland Ave., Chicago, Ill. 


I 
\ 


STAPLING MACHINES - 


FOR EVERY PURSE AND PURPOSE 


To answer the above ad use QUICKMAIL COUPON No. 12 
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They solved 
our filing 
problems. 
No more 


THE QUALITY LINE 
GETS THE CALL 


‘TODAY 


wasted time 
filing grouped 
letters." 


Keathonoid FILE POCKETS 


Made with 134, 
3% and 51/,"' 


reatest. 
Double thick- 
ness, front and 
backs. 


expansion gus- | 
sets. Rein- | 
forced con- | 
struction | 
where wear is | 


JGpcrnanile 


FILE JACKETS 


1, 1% and 2" 
expanding 
gussets, 


Letter and 
Legal Sizes. 


Buy these through your Stationer 
or send Quickmail Coupon No. 13 


QUALITY PARK ENVELOPE CO. 


General Office & Factory = 
Quality Park 
St. Paul, Minnesota 


Chicago Office 


Warehouse 
11-116 Merchandise Mart 
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| MARS 


DRAWING COLORED COPYING 


| 


| 


TRIBUNE 


TRADITION PROSPERITY 
GLOBE TROTTER DEADLINE 


oe Use QUICKMAIL 
# 0 0 . COUPON nome 
LUNA EXTRA BLACK 
DIANA LEADS 


J. S. STAEDTLER, INC. 


Better Pencils for Every Purpose 
53-55 Worth St. New York, N.Y. _ 
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PROGRESSIVE BUSINESS 


LEADERS 
Specify 


GUNN RIDGEWOOD 


There is a Gunn dealer in your locality. 


Let him show you 


The 14 features of efficiency in Ridgewood desks. 
If you do not know your Gunn dealer send for his name 


GUNN FURNITURE COMPANY 


Grand Rapids, Mich. 


se QUICKMAIL 
COUPON xo 


BURNS COPYHOLDERS Have All Seven 


Important Features — Cost Only $16.70 


NON-SLIP HOLDER 


ADJUSTABLE 
GUIDE BAR 
STURDY STEEL < 
CONSTRUCTION 
BLACK SATIN 
Bk 6 FINISH 
SINGLE, DOUBLE oo. is 
OR TRIPLE SPACING 
FINGERTIP 
LINE-GUIDE 
FIRM, NON-SKID CONTROL 
BASE 


< 


> 


Your stenographers and typists will 
pay for their own Burns Copyhold- 
erse—in faster work and better work. 
Copy is always at most efficient point 
of visibility—the guide line adjusts 
easily with finger-tip pressure with- 
out disturbing their typing rhythm. 
No lost motion—no lost minutes. 


Holds all size copy from notebook 
to legal size sheets. Several other 
models available at prices down to 
$3.30. 


Consult your office supply dealer to- 
day, or send QUICKMAIL COUPON 
No. 9 for complete details. 


. 
= 


BURDS SEECE SPECIALTIES 


. | 
7r 1033 W. Van Buren St., Chicago, Ill. 

TELEPHONE BRACKETS * COPYHCLDERS ° GOOSENECK LAMPS @ CHAIR AND DESK PADS 

nal 
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WORLDY GREATEST all around 


ELECTRIC TOOL <-> 


DRILLS — GRINDS — SANDS 
SAWS — POLISHES 
SHARPENS — CARVES 


The new WHIZ ELECTRIC TOCL is 
the handiest power tool ever made. A 
rugged tool for power and precision work. Drills through 
% inch iron plate in 42 seconds or engraves intricate designs. 
Handles any material: Metals—Woods—Alloys—Plastics— 
Glass—Steel—etc. Saves time. Eliminates labor. Plug into 
any socket AC or DC, 110 volts. Chuck 14 inch capacity. Ball 
bearing thrust. Powerful, triple-geared motor. STANDARD 
MODEL, with Normal Speed (uses 200 different accessories, 
instantly interchangeable). Price only $7.95. 


The only DRILL-TOOL with a full year’s guarantee 


FREE Accessory outfit (value $2) includes set of drills, mounted 1% 

inch grinder, sanding discs, cutting wheels, mounted brush, 
polishing wheel, carving burr, etc. FREE with each tool ordered NOW. 
We pay postage. 


Use QUICKMAIL COUPON No. 20 


10 Day Trial—Money Back Guarantee 


PARAMOUNT PRODUCTS CO. 


DEPT. 10F. E.D. 545 FIFTH AVENUE NEW YORK, N. Y. 


Wha THAT PRESS 
PRINTED FINISH 


ED. 
QUALITY 


HIGHLY SPECIALI 
ALL COLORS RICH IN TO 

FREE FLOWING—NON CLOG— QUICK 
DRYING— MORE COPIES PER POUND 


TEMPO DUPLICATOR ZED. ARE 


Let us tell you how you can improve 
your duplicated copies. 
Write for new Tempo Catalog. 


MILO HARDING COMPANY 


435 W. Pico Blvd. 6 Commonwealth Annex 
Los Angeles, Calif. Pittsburgh, Pa. 


To answer the above ad use QUICKMAIL COUPON No. 33 
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(Continued from Page 37) 


so on. Very special techniques are necessary for the 
proper handling of work within these departments and a 
kind of special language gets to be built up for use within 
the group. These methods and this language are likely to 
be more or less incomprehensible to those apart from the 
very special problems of the group. Unless interpreted by 
someone familiar with the way an office manager thinks, 
the instructions issued by these headquarters departments 
may be very puzzling to the office manager in charge of the 
San Francisco office. 


The method of functional control, with each department 
issuing its own instructions, is really workable only where 
there is a coordinating agency strong enough to see that 
overlapping is avoided. It is usually impossible to pre- 
serve the control necessary to prevent such overlapping. 
Instructions have a way of going out without the proper 
editing. This editing should be calculated not only to see 
that the methods are correct, but that the instructions are 
in a form which a field office manager can readily under- 
stand. 


It is something like the customer who went into the 
butcher shop the other day and, finding the head butcher 
was busy, he went to the assistant and said, “I want a 
couple of kidleys.”” The assistant looked over to the butcher 
in inquiry and the butcher said, “He means kidneys.” 
The customer overheard this interchange and remarked in 
an injured tone, “I said kidleys, didn’t I?” We can all 
cite occasions when a department head, not well versed in 
writing clear instructions, has been known to say, in effect, 
“T said kidleys, didn’t 1?” 


Standardization need not take the form of functional 
control. An alternative method, and one in much use 
today, is that of a strong methods-and-procedure depart- 
ment that investigates clerical problems throughout the 
entire organization. It cuts through all department lines 
and establishes the clerical methods to be used, in collabora- 
tion, of course, with the department heads. Insofar as 
clerical activity is concerned, the operating department 
itself retains only the function of administration. This 
organization plan need not be described in detail because 
we all know of it, and have seen it in operation. A head- 
quarters office methods department issues the instructions 
for doing the clerical work. An office manager in a sales 
office or a factory office sees that these instructions are 
followed, but he is responsible to and works for the sales 
manager or the factory manager whose primary concern 
is not in office work, but in more sales, or better quality 
and lower cost, as the case may be. The success of this 
plan of functional control depends on the skill of the office 
methods department, and on the executive backing which 
it receives. The methods department may be a service 
department which operates only when called in a consul- 
tant capacity, or it may be, and for the greatest results 


For QUICK Communication 


Use the ready-made QUICK- 
MAIL Reply Coupons Follow- 
ing Page 20 of this issue. 


It takes only l minute plus le to make an inquiry! 


October, 194! 
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OUTSIDE— 


It's SLEEK-LOOKING 


: ~ DICTATING CYLINDERS 
INSIDE— | ay Qreeees 


It's SELF-LOCKING | | 


You'll like the trim lines 
of Kewaunee Ever-Hold 
Stools and Chairs — the 
absence of all set screws 
and gadgets. There are no projec- 
tions to tear hose or clothing. But 
the big extra value they offer is in- 
visible. It’s a “3rd Comfort” Fea- 
ture — “Height that’s Right” for 
every worker always. 


VER-HOLD 


Automatic-Adjustable 
Stools and Chairs 


have concealed inside the seat post 

a positive self locking device that | 
never fails and never gets 
out of order. Simply lifting 
the seat locks it instantly at 


exact comfort height for the 
user. 


Simply lift seat 
to ‘‘Height 
that’s Right.” 
Adjustable 
range 18 to 24 
inches. 


STANDARD _ 
RECORD COMPANY 


104-114 South Fourth Street Brooklyn, N. Y. 


Write for attractive cata- 
log, and prices. 


C. G. Campbell, President 


LABORATORY = FURNITURE EXPERTS 5027 S. Center St., Adrian, Mich. 


Leaders in the Manufacture of Laboratory Furniture Since 1905 


To answer the above ad use QUICKMAIL COUPON No. 28 


CHANCES ARE 

YOU OFTEN USE 

KERR CHANGEPOINT 
FOUNTAIN PENS 


e” 


. They are standard writing 
equipment on the check counters of 
so many banks all over the country. 


NU-VISE 
SIGNALS 


TODAY'S 
SIGNALS FOR 
VERTICAL 
CARD RECORDS 


Can your record systems carry the increased loads 
| created by today’s production speed-up? You can 

If Kerr Pens can take the punishment given them by 

the public, surely they will be an efficient tool for the 

personnel of your organization. | 

Kerr Pens require no factory service because all parts 

are replaceable by the user. . . . Kerr Pens are adapt- 

able for any writing need because there are ten dif- 

ferent styles of Changepoints. 


You can purchase Kerr Pens on approval. 


double the efficiency and reference speed of your 
vertical card records with GRAFFCO Nu-Vise Sig- 
nals. These modern patented signals attach easily 
yet grip firmly in position. No projection to catch on 
other cards . . . no increase in over-all thickness. Of 
plated steel in 12 brilliant colors, and in printed sets. 


Send QUICKMAIL COUPON No. 48 


for name of nearest dealer. 


And don’t overlook Nu-Viz and Cellugraf Signals, 
for Visible Systems. 


Ask your Stationer. 


GEORGE B. GRAFF COMPANY 
68A Washburn Avenue Cambridge, Mass. 


W. K. KERR PEN COMPANY 
Tulsa, Oklahoma 
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NOW.. 


A FINGER-MOISTENER 
THAT'S ALWAYS 
READY FOR ACTION! 


At last—a finger moistener that makes all others as 
old-fashioned as the cigar store Indian. The wick is 
made from 100% spun glass and always stays wet 
through capillary action. Clean, sanitary—never too 
much moisture or too little. Will give perfect service 
indefinitely with minimum bother or care. 


Ask Your 
Stationer 


E. W. PIKE & 
COMPANY 


P. O. Box 4 
Hizabeth, N. J. 


Manufacturers of Pike's Better Moistener and Pike's Electric Reader | 


‘4 


POSTERS 

PRICE Tacs 
BULLETING 
NOTICES 
LETTERING 
MONIE TITLES 


@ THE MASTER PRINTER KIT, illustrated above 
consists of an adjustable drawing board, self-locking 
T-Square, large bottle Master Printer Black Drawing 
Ink, Lettering Guide, and Pen. 


@ THE MASTER PRINTER KIT is a set of many 
uses. Its 60 different lettering guides offer styles suitable 
for making PRICE TAGS, SHOW CARDS, AN- 
NOUNCEMENTS, DIPLOMAS, STAMP PAGE LET- 
TERING, NEGATIVE TITLES, BLUE PRINT TITLES, 
MOVIE FILM TITLES, LAYOUTS, MASTER COPIES 
FOR MULTIGRAPH DUPLICATOR, etc., etc. 


Write today for descriptive circular 


= 
Tachnygrayh LETTERING KIT 


4 The Tachnygraph, TECHNY, ILL. > 
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it should be, a department which has the power to inves- 
tigate and establish methods wherever the need arises. 
The possible criticism of this plan is that it may be some- 
what akin to enforcing law at the point of a gun. 

Another scheme—one which is unique so far as I know, 
is used in our organization. This plan is based on the 
principle that the head of the department is to be respon- 
sible for all instructions issued to his own people, other 
than company-wide policy matters dealt with by executive 
bulletin. The plan works in this way: The General Office 
Manager’s Department has both administrative and method 
responsibility for all of the clerks in the sales and factory 
offices. We devise and control independently the methods 
of internal office practice. So long as the orders are placed 
on the factory rapidly and in proper fashion, and billed 
promptly with the correct papers going to the customer, 
the methods that we use are our affair. Of course, it is 
to our advantage not to make these methods any more 
expensive than they have to be. Where the activities of 
the office are such that the methods used, and the results 
produced, are of direct concern to other departments of 
the organization, we consult with them to make sure that 
their interests are served. These departments let us know 
what their needs are, in sufficient detail so that, if the 
matter is a technical one, its content is perfectly clear to 
us. It is our responsibility from this point on, to make 
such changes in methods in our offices that the results 
required are produced. There is usually no difficulty in 
giving the departments what they want, or, if we find 
that a modification of their needs is indicated, we have 
ordinarily no trouble in presenting our case so that the 
department will qualify its demands to a reasonabie de- 
gree. In case of real disagreement, arbitration would be 
possible; our experience so far has not required us to 
resort to it. 


Right Way of Control 

It is our belief that the right way to control is to con- 
trol the people and the methods they use. Under this plan 
we must expect certain difficulties at the beginning. It is 
only normal that operating management, which has been 
used to being responsible for all of the people at a given 
location, will feel deprived of some of its facilities if cer- 
tain of the people there report to a headquarters depart- 
ment direct, and follow methods set by that department. 
The result is likely to be that criticism of clerical errors 
is openly expressed where otherwise it would be concealed. 
This is a condition that one would expect to meet, but the 
period soon passes. After a time, the operating manage- 
ment finds it a matter of some convenience to have a con- 
sultant group willing to assume its clerical problems, and 
translate them into the private kind of language under- 
stood among people in an office. They will be willing to 
accept this setup so long as it gives them what they want. 
The benefits of this type of organization, we believe, are 
greater than that of a functional methods department. 
The results seem to be better if the department that 
handles the methods also handles the people. There’s 
much to be said for this procedure. In effect, it is similar 
to the strong methods and procedures department, in that 
it achieves clerical standardization. It does so, however, 
with one obstacle removed—that of any difference of view- 
point between the methods man and the administrator, 
since they are one. It is to the advantage of the general 
office manager to devise procedures that will produce the 
necessary result and yet be economical. He has no alibi. 
His responsibility is clear. There is no possibility of his 
pleading good administration but inferior methods, nor 
can he, speaking as a methods man, maintain that the 
methods are good but there is poor execution of them. He 
has to see that the methods are good and that the people 
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THE H. C. COOK CO. 


18 Beaver St., Ansonia, Conn. 


The Down Manufacturung Corp. 


DIVISION OF THE 


HALL-WELTER CO, INC. 


16 CHAMPENEY TER. ROCHESTER, N. Y. 


For further information use QUICKMAIL COUPON No. 35 


If you are interested in any office equip- 
ment merchandise or stationery products 
not illustrated or described in the monthly 


issues of OFFICE EQUIPMENT DIGEST, 
write to us! 


We will be glad to pass your inquiry to an estab- 
lished source of supply or to tell you by whom the 
special products you seek are manufactured. 


A complete and up-to-date file is maintained in our 
office so that we can give prompt and accurate at- 
tention to all your questions relating to sources of 
office equipment and supplies. You are invited to 
make full use of this service. 


Information Department 


OFFICE EQUIPMENT DIGEST 
| 260 FIFTH AVENUE, NEW YORK CITY 
| 
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C.4.-RIBBONS 
Cle 


SUPER-FIBER 
RIBBON 


A master Ribbon made 
from English-woven 
Egyptian-grown long- 
staple cotton. Super- 
Fiber has an unfailing 
resilience that gives 
service to the very 
limit, and the Ribbon does not lose color from long 
use. For the customer who expects and demands the 
utmost, Super-Fiber is your sure means of giving 
satisfaction. It is furnished in all colors and to fit all 
typewriting machines. 


a: Sa a 


Codo makes carbon paper for every copying purpose. 


CODO MFG. CORP. 


CHICAGO NEW YORK 
509 SO. FRANKLIN ST. 270 LAFAYETTE ST. 


FACTORY: CORAOPOLIS, PA. 


To answer the above ad use QUICKMAIL COUPON No. 46 
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@ DRAFTING KITS @ STRAIGHT 

. @ PROTRACTORS ies 
< @ TRACING ee 
3 PAPERS POINTERS 

; @ LETTERING : 

GUIDES @ We a, 
x @ ERASING .— 
= SHIELDS @ TYPEWRITER 
@ TRIANGLES @ TYPEWRITER OIL 
@ DRAFTING © TYPEWRITER 
e TABLES KITS 
a Prices and delivery dates on the above items 


will be gladly given upon request. 


| CARDINELL CORP. 


Montclair New Jersey 


Products of Merit 
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BOSTON 


PENCIL SHARPESER 


MODEL KS 


PEDESTAL 


mM IT NEVER LETS YOU DOWN! 


BOSTON 
PENCIL SHARPENERS 


That’s the grand thing about Boston Pencil 
Sharpeners. Men and women who buy them have 
been singing their praises for years—and they’ve 
never had to soft-pedal their satisfaction! 


Boston KS, for instance, is just about the nearest 
thing to perpetual efficiency you’ve ever seen 
and used. Years of service, perfect points—it 
embraces eight varied pencil sizes with affec- 
tionate versatility. 


You can recommend, you can use Bostons day 
in, day out. Put ’em on your highest pedestal— 
they'll never let you down! 


C. Howard Hunt Pen Co., Camden, N. J. 


using them are competent. It is his responsibility to see 
that the methods are such that they can be carried out 
and then to make sure that they are carried out. This 
gives positive coordination. Under this plan it is possible 
to consider the needs of the various departments in their 
relation to each other, and to suggest alternatives for 
greater effectiveness where indicated. 

There is no possibility of misunderstanding the effect 
that a certain instruction will have upon the office opera- 
tion, because the general office manager knows, from his 
routine reports, exactly the condition of the work in the 
various branches. He can gauge the effect of a certain 
instruction on the offices. This is an important matter. 
The department which stands between the operating man- 
agement and the offices must provide what the former 
wants insofar as possible, but must be able to say “no” 
upon occasion. Sometimes there is nothing else to do. 
Suppose that the peak of the year’s work is at hand, and 
is complicated by a reorganization in one of the admin- 
istrative departments. It is just at such a time that the 
prima donna department (there is always one in every 
business) decides to ask for a brand new control report to 
be prepared in the field, to show in great detail the oper- 
ating efficiency of its people and its profit picture by each 
product in each sales territory. The general office man- 
ager may have to say, “Sorry, Mr. Sales Manager. A nice 
report, but you can’t have it now.” 

If the general office manager did not have this right of 
veto, or at least of appeal, under the hectic conditions of 
today, the branch office managers would undoubtedly all 
go mad to a man. I referred to the animal experiments, 
in which it is possible for the psychologists to condition 


The National Exhibit of Office Machines 


That's what they call the MAILERS’ BUILD- 
ING. Six stories chock full of office 
machines . . . all styles, all models. When 
you deal with MAILERS’ you have the added 


advantage and economy of “one source 


buying GUARANTEE 
All machines carry the MAILERS GUAR- 
ANTEE. 
We Specialize in: 
ates raph, gy me Multi : 4 4 
alin achines, ng achines, ailing 
Machines, Adding Machines, Calculaters, Comp- pk AI pak ann 
tometers, Checkwriters, Dictating Machines, Book- jo+ us bid on your next 
ping - + + Supplies, etc. job—we can save you 
Send for new FREE catalog, just off the press. money. 


MAILERS SERVICE & EQUIPMENT CO 


38-40 W. isth ST. (The Mailers Bldg.) MZIMCIES New York, N. Y. 
Cable—-MAILSERV—New York 


CARBON PAPERS 
and 
INKED RIBBONS 


WRITE Brand products fill the 
most exacting requirements. 
More clean, clear impressions 
assure economy and efficiency in 
every office. 

FOR quality, service and satis- 
faction buy WRITE. 


Send for free samples and prices. 


WRITE 


INCORPORATED 


420 Lexington Ave. Factory: 
New york, N.Y. Bridgeport. Conn. 
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HIGGINS ETERNAL BLACK 


The Permanent Ink 
For Permanent Records 


Higgins Eternal Black is the standard writing 
ink for contracts, deeds, public records and all 
documents where permanence plus blackness 
is required in writing inks. It is security 
against the ravages of age, air, sunshine, 
fire, flood and chemical eradicators. 
Eternal Black is standard for business, 
social or professional use .. . 
for fountain or dip pens. 


Every Desk Worker 
Needs a PRESTO 
Desk Stapler 


“Buy it from your Stationer” 


Use QUICKMAIL 
COUPON No. 7. 


@ Streamlined design 
C. Finished in wine-colored 
baked enamel 
®@ Rubber base protects desk 
and holds extra staples 
(he sturdy PRESTO Deluxe Desk Stapler is a magic time saver 
f tor desk workers everywhere. It sells on sight! One customer 
sells another! Join the PRESTO Time Saving Parade. Send 
QUICKMAIL COUPON No. 18 for sample, and let PRESTO open 


the way for more work per worker. HIGGINS 
Metal Specialties Mfg. Co. 


saat G@uecalt Auaune Chicago, Illinois HIGGINS INK CO., INC. © 271 NINTH STREET, BROOKLYN, N. Y. 
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“Jast as good as a 


Respirator Cushion” 


is a greater endorsement for the principles incorporated 
or Cushions than complimentary to the 

cushion referred to. 

If ventilation is an advantage, then assuredly a 

Respirator Airolated Cushion is far superior to other 

types of so-called ventilated cushions in proportion to 

the effectiveness of the ventilating system. 


EFFICIENT, ECONOMICAL Respirator Cushions do not depend upon the micro- 


scopic air ceil structure for ventilation as instead 


eam 


RECORD-KEEPING ventilation is accomplished by a mechanical process 
of compression of cups molded in cushion which 
—is the rule where Cesco equipment is actually pump air out of and into cushion through 
in use. For —, 41 ee lateral tubes. 
Secmenen hokes We oo ‘a pee a RESPIRATOR—The most asked-for-by-name seat cush- 
more than 5,000 items—among them ion on the market 


Transfer Binders, Post Binders, Ring 
Books, Visible Record Systems, Catalog 
Covers—Plus—a complete range of ruled 


| and business forms for every business i 
the 4 = 
nts. ey SEND FOR OUR CATALOG = 
ons A request on your business stationery 

in - will bring a fully illustrated, comprehen- 
sive catalog of the CESCO line, or use 
QUICKMAIL COUPON NO. 47. 
tis- 


Our National Users Discount Plan will save 
ces. U you time and money. 


The C.E. SHEPPARD CO., Ne a een en 


4409 215! Street,- LONG ISLAND CITY, N.Y. 


WATERTOWN, WISCONSIN, U. S. A. 
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THE MODERN PUNCH 
That speeds office work!! 
At long last—athree hole punch has been created for 
three ring binder users. Small enough to be used in the 
hand, it eliminates the use of the bulky office table punch 
or having to mark off three places and punch one hole at 
a time. CLIX is priced at $3.00 each. Punches all three 
holes at one time. 


Send QUICKMAIL COUPON No. 36 


NEW ENGLAND 
PAPER PUNCH COMPANY 


95 Washington Avenue NATICK, MASS. 
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TATTOOING 
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THE LOUIS MELIND CO. CHICAGO . . . NEW YORK CITY . . . SANFRANCISCO 


To_answer the. above ad use QUICKMAIL COUPON No. 27 
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animals to any kind of situation, but only up to a point. 
They can teach a dog to discriminate, with increasing 
exactness, between tones on a piano, but up to a certain 
point only—if the experimentors go beyond the dog’s limit 
of tolerance, he promptly gets a nervous breakdown and 
refuses to discriminate at all. There is a quite obvious 
parallel in human tolerance. One of our office managers 
was apparently about to reach this point after a particu- 
larly heavy deluge of procedure changes the other day. 
He sent in this gem, with a rather pointed note of trans- 
mittal : 


“Definition of an Office Manager: 


“As everybody knows, an office manager has prac- 
tically nothing to do .. . except . . . to decide what is 
to be done . . . to tell somebody to do it . . . to listen 
to reasons why it should not be done. . . why it should 
be done by somebody else . . . or why it should be done 
in a different way. 


“To follow up to see if the thing has been done... 
to discover that it has not been done. . . to listen to 
excuses from the one who should have done it... 
to follow up a second time to see if the thing has been 
done . . . only to discover... 

“That it has been done, but done wrongly . . . to 
point out how it should have been done . . . to wonder 
if it is not time to get rid of a person who can not do 
a thing correctly . . . to reflect that the person in fault 
has a wife and seven children, and... 


“To consider how much simpler and better the thing 
would have been done had he done it himself in the 
first place .. . in twenty minutes, but that as things 
turned out ... he himself spent two days trying to 
find out why it was that it had taken somebody else 
three weeks to do it wrong... and then realized that 
such an idea would strike at the very foundation of the 
belief on the part of the employees that . . . an office 
manager has nothing to do.” 


The general office manager is close enough to the every- 
day problems of the office to know what the office manager 
is up against. The important point of proper timing is 
more than a good theory. With the direct control per- 
mitted by this setup, it is, in most cases, entirely possible 
to so plan changes in routine that particularly heavy 
demands, coming in from the various departments, are 
cushioned, and the instructios released when there is 
some probability of their being followed. 


This is the first of two installments of Mr. Griffin’s ad- 
dress. The second will appear in November Digest. 


if you'll mail in the coupon 
we will be pleased to 
advise you what we can ship. 


F lise QUICKMAIL 
COUPON no fEES 


REBUILT, REFINISHED, GUARANTEED 


Kardex, Acme, systems in cabi- Comptometers Dictating 

Post Index, nets, panels and Addressographs Machines 
Globe Wernicke book units. Multigraphs Mimeographs 
and other visible Calculators 


UNIVERSAL OFFICE 
EQUIPMENT CoO.., INC. 


“The House That Confidence Built” 
561 Broadway New York City 
Cable "Uniquip"—New York 
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: COLORED PENCILS 

; =_— brands which moke _ 

friends by their outstanding ie 
quality. 


Acquaint yourself with Carbo-Weld quality 
—write for samples—or see your stationer. 


GENERAL PENCIL CO.. INC. 
Makers of Fine Quality Pencils for 50 Years 
JERSEY CITY NEW JERSEY 


-, 1941 


IF YOU ARE 
IN IMMEDIATE 
NEED OF 
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¢ COSTUMES 
e SPONGE RUBBER 
e CHAIR CUSHIONS 
e TYPEWRITER TABLES 


We Can Supply You 
at Reasonable Prices 


ORDER NOW! Get in on our present 
ability to ship 


FAIR FURNITURE CO. 


217 Chestnut Street 
NEWARK, NEW JERSEY, U. S. A. 


.. F foo Ff fF lL lee 
i 10-DAY FREE-TRIAL COUPON! § 


FLL it once Write for months 


5 Ectesbrvch DIP-LESS 


WRITING SET! 


Writes a full 
page with- 
out dipping! 


New. Conven- 
ient. As substan- 
tial as it is good 
looking! Holds an 
average half-year’s ink- 
supply. Can't overflow. Can’t 
leak. Gives you famous  guyg 50 
Esterbrook pen points. Al- en? a yt 
ways ready to write! Try a 


Single or Double Set this aul 
easy way. Mark and mail GRAY........ J 
this coupon now. No obliga. WALNUT....... C 
tion. The Esterbrook Pen Co., MAROON... ... Oj 
Camden, N. J. are i 


ee 


ATTACH THIS COUPON TO YOUR LETTERHEAD...AND MAIL NOW! 


@ sHeE’LL STOP using air mail stickers that must be 
moistened the minute you tell her about self-adhesive Kum- 
Kleen Air Mail Stickers. Busy office workers prefer them be- 
cause they are dispensed one at a time as needed from the 
handy Kum-Kleen Dispenser Box, all ready to affix without 
moistening! 25c box contains 108 stickers. Sold — 
the stationery trade. 


Ask Your Stationer 
For samples and details, address AVERY ADHESIVES, 151 


East 3rd Street, Los Angeles. In Canada: Enterprise Sales 
& Distributors, 30 Front Street, West, Toronto. 


Need no moistening...Stick 
until peeled off... Leave no 
mark...Try them and you'll 
never go back to old-fashion- 
ed “glue-backed” labels. SELF-AD aessve 


PRICE-LABELS 
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Ferges 


POSTURE CHAIRS 


Streamlined Bases 
with shielded casters 


(Patents Pending) 


Light Weight 
Sturdy 
Steel Construction. 


“A Model for Every Need” 


No. 2800 Arm Swivel Chair 
Sold by office equipment dealers everywhere 
Send QUICKMAIL COUPON No. 21 for 1941 Catalog Today 


STURGIS POSTURE CHAIR CO. 
Magnolia Street Sturgis, Mich. 


(BERNGRD ) 


“Triumph” Eyelet Fasteners 
Stainless Silvered Finish 
Used universally in all offices where 
official documents are prepared and 
permanent records kept. When you 
fasten with Eyelets you fasten for 


keeps. Triumph Eyelets work best 
—J 4 with Triumph Eyelet Punches. 
1 2 S Use QUICKMAIL COUPON No. 8 


THE WM. SCHOLLHORN CO. 
New Haven Connecticut 


Grippit 


the purest 
paper cement 


a solution of highest quality raw materials, 
' made under strict laboratory control; there- 
fore always uniform, always dependable. 
NON-INFLAMMABLE. Ask your supplier 
or write for sample Kit to Harriman-Welts Products Co., 
200 Summer St., Boston, Mass. 


KEEPING WORKERS SATISFIED 
(Continued from Page 34) 
do that than remain with us dissatisfied. 

Furthermore, we preach the gospel of individual initia- 
tive in “selling one’s stuff,” and we make every effort to 
give the individual worker an opportunity to sell it. We 
credit, not punish, the youngster who watches his oppor- 
tunities for contact with his superiors, those high and 
exalted personages who, after all, are the only possible 
buyers of what the youngster believes he has to sell. We 
believe that the young man who watches for such oppor- 
tunities, and even creates them, is displaying certain man- 
agement potentialities which are valuable, which we know 
that we are going to need some time in that future for 
which we are definitely planning. 

To sum it up, we try in our organization to see each 
office worker as he sees himself—as an individual, and a 
very important individual at that. And, further, we make 
that attitude known to each of our employees. Good inten- 
tions may not register unless the individuals affected 
understand that those good intentions are present and 
operating. 


OFFICE MANAGEMENT MEETING IN NEW YORK 

Application of “assembly-line” technique to office 
operations because of the demands of defense tends to im- 
pair efficiency and reduce output, Henry E. Niles, Baltimore 
Life Insurance Co., declared at the final session of the two- 
day conference of the office management division, American 
Management Association, held at the Hotel Pennsylvania 
October 22nd and 23rd. Lack of clear-cut aims on the part 
of the government will make production of offices doing de- 
fense work “inevitably lower than it might otherwise have 
been,” Mr. Niles told nearly 800 office executives attending 
the conference. 

John R. Mitchell, vice-president, Courier-Citizen Co., 
Chicago, vice-president of AMA’s office management divi- 
sion, was in charge of committees arranging sessions and 
presided at the conference opening. Topics listed in- 
cluded “Improving Office Standards,” “Office Problems in a 
War Economy,” and “Coping with Today’s Office Personnel 
Problems.” 

At a dinner on October 22nd, C. L. Stivers, office manager 
of Jewel Tea Co., Barrington, IIl., presided at a clinic on 
“Maintaining the Office Force in the Present Emergency.” 
Samuel L. H. Burk, chief job analyst, Atlantic Refining Co., 
Philadelphia, presided over discussion of “Emergency 
Salary Administration.” Among speakers on various cur- 
rent problems were E. E. Little, wages and hours consul- 
tant, New York; Dr. Robert P. Brecht, Wharton School of 
Finance and Commerce, University of Pennsylvania, Phila- 
delphia; Cecil B. Watwater, manager, general service de- 
partment, Liberty Mutual Insurance Co., Boston; and V. J. 
Olearo, American Type Founders, Inc., Elizabeth, N. J. 


- FOR ALL STENCIL 


DUPLICATORS 


WRITE FOR PRICES 


THE HEYER CORPORATION - CHICAGO 
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“K-Line” SELF-LOCKING POSTS 


The most efficient and economical binding 


posts obtainable for use in conjunction with 
. various types of STORAGE BINDERS. 
‘ LENGTHS: 1, 11/2, 2, 22,3 & 4/2" 
k Expansion Up to 71/2 inches 
d Write for prices 
W. R. KLINE CO 
. * a 
is 440-73rd St., Brooklyn, N. Ve 
‘ Western Distrtoutors 
: S. & D. Loose Leaf Co., Ltd., 
. 427 North San Pedro Street, 
Los Angeles, California 
h 
a 
ce ° A 
n- 
; | | Mr. Purchasing Agent 
. There are two good reasons why you should use the - 
ferred Daco Filing Supplies and Forms in your office . 
QUALITY—PRICE. Daco has always sold quality mer- 
chandise at reasonable prices. 
e COMPLETE LINE OF FILING SUPPLIES 
re @ Filling Systems @ Filing Folders 
oe ® Printed and Ruled Stock Forms ® Guides and Indexes 
n ® Specie! and N.C.R. Forms ® Bank and Insurance Forms 
ia Vanufacturing Specialists for a 
rt Quarter of a Century 
e- 
ve THE DACO CARD e INDEX CO. 
Ss 9 FEDERAL COURT ~- BOSTON,MASS 
= 
vi- 
nd 
n- 
7 a 
el 
er 
on 
fr Moistens ENVELOPES. 
0. STAMPS, LABELS, ETC. 
; ONLY $3.00 
cy SENSATIONAL new brash- 
1r- moistener makes gummed sur- 
faces stick tight, fast! Speeds 
ul- up —s Neater! Cleaner! 
of lined, nickel 
plated, ‘Sealed rust- Manufactured by 
la- proof tank. Better Packages, Inc. 
le- Distributed by: 
J. A. W. KELLOGG SALES CO., Waitham, Mass. 


In Many Ways It Pays to 
Insist on the “Original” 


PUSH-PINS 
M at PUSHLESS HANGERS 
THUMBTACKS MAPTACKS 


It pays, not only because these indispensable MOORE 
ucts are more satisfactory to use and cost less 
in the long run, but also because in the MOORE 
line you will find an exceptionally wide ro 4 
PUSH-PINS with glass or x ner A heads. PUS 
LESS HANGERS in 4 sizes. THUMBTACKS of 
almost limitless variety. MAPTACKS of all sizes 
5 and colors. Illustrated at described in the MOORE 
— which will be sent to you upon request. 


hen Your Stationer Can Supply You 
wit MOORE PUSH-PIN CO. 


113 BERKLEY STREET, PHILA., PA. 


941 October, 1941 


A_MEMO RECORDING DE- 
VICE INDISPENSABLE TO 
OFFICE AND HOME 


| IDEAL PREMIUM ITEM | 


Panels Especially Designed 
for Advertising Message 
@250 ft. of standard size 
adding a roll paper. 


tn 
Individual 
Carton 


Order Samples Today! 538 S. Dearborn St., Chicago, Il. 


SALESMEN 


Are the shock troops in the army of 
business. Their equipment must be 
the best. Sell them 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 
Order your stock from the 


Beach Publishing Co. 
7338 Woodward Ave. Detroit, Mich. 


for 


Mem Index 


Are men in your company driven 
“half-mad" by the oe in- 
crease in busi 

added details? Show "ae Mem In- 
dex, the famous personal systematizer 
and automatic memory. Thousands 
of busy persons everywhere are find- 
ing Mem Index the perfect solution. 


Mem index, the famous personal 
systematizer and automatic memory 
consists, briefly, of two handy units, 
POCKET CASE for temporary data 


Simplified Outfit 


Only $3.45 plus DESK UNIT for permanent rec: 
Others More | Write for complete information. 


WILSON MEM INDEX CO., 143 St. Paul St., ROCHESTER, N. Y. 


wes r RE N 6 T # 
A SMOOTHNESS 


Order from the 
Originators 


SYNONYMS 


guarantee you satisfac- 
- from thinner leads. Only 
the genuine Threadline excels 
in quality. 


RITE-RITE MFG.CO. 
CHICAGO, ILLINOIS 


SUBSIDIARY OF THE JOSEPH DIXON CRUCIBLE CO. 


OFFICE EQUIPMENT DIGEST / 49 


For Purchasing Agents, Controllers, Office Managers 
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SAVE TIME 
AND MONEY 
WITH THOSE 
FASCINATING 


INDEX TO ADVERTISERS 


A 
Page 
pg 16 
Ce re 37 
American Automatic Electric Sales Co. 39 
Avery Adhesives Co. ............... 47 
B 
Bandes & Co., Inc., Julius........... 10 
SY ee a re 8 
Beach Publishing Co................ 49 
Beteer Pactewes, Inc... ....... 0.000 49 
eS ere 45 
Cc 
ee eee 44 
9 oe 19 
CE ee creche onriadieapinen 43 


Columbia Ribbon & Carbon Mfg. Co., 


(agit SBR LE SE S ae tt oRES t SNRRE Re . 
I oe hadigdaie wareeee-aoee 43 
D 
Deen Gard) & Tne Co... ccciccses 49 
POON BEA, COUR 6 node vcvcccscnees 43 
DE ee 17 
Desgeit & Co., Caries... ........... 16 
duPont de Nemours & Co., E. L...... 36 
E 
TT DS ee ee 47 
F 
Faber Pencil Co., Eberhard....... 11; 22 
ak a re ae 47 
GS 
General Fireproofing Co............. 13 
So nee 47 
Globe-Wernicke Co.................. 19 


ExECUTIVE 


Antique Silver finish 


No. 25—S. Black and No. 225%—A. Mahogany 
and Antique Bronze finish 


Page 
ee ee 41 
Gregory Font-O-Ink Co............. 50 
Gunn Furniture Co.................. 39 
H 
Bemeeeemeet: Ca, Ene....... 6.5.0.8 43 
ON ee 40 
Harritman Welts Products Co........ 48 
a ee errs 48 
Higgirts Ink Co., Inc................ 45 
pase Pan Co. C. Boward........... 44 
J 
po 15 
K 
momen: saree Ca, A. W....... 20000 49 
Kerr Pen Co., SERED 41 
a ee 41 
a re 49 
M 
Mailer’s Service & Equipment Co..... 44 
Mastercraft Loose Leaf Div......... 14 
ee eee 46 
Metal Office Furniture Co............ 5 
Metal Specialties Mfg. Co........... 45 
Maoore Fasi-FPin Co...............0. 49 
Mutual Publishers ................ a 4 
N 
Neva-Clog Products, Inc...... 3rd Cover 
New England Paper Punch Co....... 46 
Newport Specialty Co............... 14 


Oo 
Old Town Ribbon & Carbon Co., Inc.. 35 
Oxford Filing Supply Co............ 6 


P 


Paramount Products Co............. 40 


WELL 


Figs Inc. 
of Better Grade Merchandise 


JEWEL MODEL 


No. 21—TABR, Plastic Amber 
and Antique Bronze finish 


Page 
SEN? ONE NEES as daw erodes aout 
ae LE eee 42 
Prevue Radsell SRS Ot Abra bie 49 
Quality Park Envelope Co........... 38 
Quickmail Reply Coupons........ 2h, Ze 
R 
oS a a oe 49 
S 
Schollhorn Co., William............. 48 
Sengbusch Self- Closing Inkstand Co.. 18 
eS Se ene 45 
See 38 
Standard Record REG o5s. eva rees 4] 
Stationers Loose Leaf Co............ 10 
Sturgis Posture Chair Co............ 48 
T 
Teetpareghy THe <.c6k< ics ccdsncts 42 
U 


Underwood Elliott Fisher Co./.:..... , 
Universal Office Equipment Co., Inc.. 4¢ 


Vv 
Victor Safe & Equipment Co., Ine.... 
4th Cover 


Ww ‘ 
Werte <ertnet Cone. . o.i ssc cciece. 18 
Wholesale ‘Typewriter Co.....2nd Cover 
Wilson Mem Index Co.............. 49 
GN, GUed oka ha wabe cls ocdeirad 44 
Z 
Zephyr-American Corp.............. 8 


UTILITY MODEL 


No. 4—Twin, Black 
Plastic and Porcelain 


MANY OTHER MODELS IN METAL AND PLASTIC, AND PORCELAIN. 


Write for new 1941 catalogue. 


Models for every purpose—Gift, beauty, and special utility. 

For any work with pen and ink. 
Writing tasks become pure pleasurable joys with Fount-O-Ink Writing Sets. You may answer this 
ad with quick mail coupon. No. 41 


_- GREGORY FOUNT-O-INK COMPANY 


2652 Pasadena Avenue, Los Angeles, California 
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AODETL { ; Lk LIEF , | 


Model J-30 is light in weight, yet rugged. Requires but little 
space and can be put into desk drawer or pocket when not iz. 
use. Indispensable for vertical filing or for attaching materia! 
to « permanent card. Uses DJ340 NEVA-CLOG Staples. 


MODEL 8-100 TAPLING PLIER $5.00 

For heavy duty and for fastening of tough materials, this ma- 
chine uses a broad flat staple. Fastens such materials as 
fibre, softwood baskets, veneer wood, leather and belting. 
Used for sealing heavy paper or cloth bags, packages of cor- 
tugated board, and similar difficult operations. 

Features: Powerful leverage, durable, fool-proof. Staples 
used: NEVA-CLOG B-% 


MODEL D-40X EXTENSION TYPE $4.50 
This Deep Throat machine is mounted on a spring arm which 


allows stapling 12” from the edge of paper or cardboard. 
Staples used: DJ-340. 


N VYA-CLOG |! ODUCT S NC 


TEMPORARY j if PERMANENT 
a io - | ii 


—_wT 


ipretss A NEW 
emperery NEVA-CLOG aaa 
STAPLING PLIER meataaiie 


NEVA-CLOG now offers a dependable Stapling Plier that will 
deliver either a temporary (spread), or a permanent (clinched) 
staple. 


The anvil is easily and quickly set at either desired position 
by slight pressure on a button in the base of the lower jaw. 
It is simple and fool proof, and remarkabiy efficient. 

This new NEVA-CLOG J-60 fills the demand in many offices 
for a temporary fastening device which is practical, efficient, 
portable and durable. It has all the exclusive features of the 
famous NEVA-CLOG J-30 Stapling Plier, plus the temporary 
anvil feature. 


MODEL S-100 STAPLING PLIER $4.50 


A rugged, powerful Stapling Machine with 4 to 1 leverage. 
Will fasten all materials that the staple will penetrate without 
bending. Particularly designed for production work and hard 
usage, but can be used for any stapling operation within its 
capacity. Delivers a strong sharpened staple and clinches it 
securely even in light material. Clog-proof so that it will give 
constant production. Easily and quickly loaded with NEVA- 
CLOG A-1000 or L-1000 Staples. Guaranteed. 


BRIDGEPORT CONN 


To answer the above ad use QUICKMAIL COUPON No. 42 
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i 7 Provides instant references; easy posting; signal control for follow-up dates and 
Bo other special information. Victor pockets can be changed or shifted easily. Trans- 
ee parent celluloid protects visible margins of cards from soil and wear. 

- Ideal for executive records, departmentized records, sales records and a thousand 
< other uses. Closes like a book for convenient storage in desk, filing drawer or safe. 
= Bound in tan and brown, pyroxilin coated airplane luggage cloth for long wear and 
zt attractive appearance. Made for 5x3, 6x4 and 8x5 cards in varying capacities. 

: Your Stationer can supply you or use Quickmail Coupon No. 19. 
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& iY) THE VICTOR SAFE AND EQUIPMENT CO., INC. 


NORTH TONAWANDA, NEW YORK 
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